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PRIORITY STATUS PROJECT DELIVERABLE / ACTIVITY Project Leadership Project Team Members Additional Resources Other

PHASE 1

Low In Progress Request Review by PMO R R A C
Medium Complete Submit Project Request R A
High Needs Review Research Solution I A A A C C C

Approved Develop Business Case R A
Not Started

Overdue

On Hold

PHASE 2

Create Project Charter C C R C C C C C
Create Schedule I I I I R C C C C C C C C I
Create Additional Plans as 
Required

I I I R I I I I C I

PHASE 3

Build Deliverables C C C C R R R R A A
Create Status Report I I I I A A A A C I

PHASE 4

Perform Change Management C C C R A A A C I

PHASE 5

Create Lessons Learned C C C C R C C C C C C C C C
Create Project Closure Report I I I I A I I I I I I I I

CLICK HERE TO CREATE IN SMARTSHEET
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PRIORITY STATUS PROJECT DELIVERABLE / ACTIVITY Project Leadership Project Team Members Additional Resources Other

PHASE 1

Low Complete Request Review by PMO R
Medium In Progress Submit Project Request A
High Needs Review Research Solution C

Approved Develop Business Case I
Not Started

Overdue

On Hold

PHASE 2

Create Project Charter

Create Schedule

Create Additional Plans as 
Required

PHASE 3

Build Deliverables

Create Status Report

PHASE 4

Perform Change Management

PHASE 5

Create Lessons Learned

Create Project Closure Report



RACI DROPDOWN KEYS
– DO NOT DELETE – 

RACI KEY PRIORITY STATUS

R Responsible Low Not Started

A Accountable Medium In Progress

C Consulted High Complete

I Informed
Needs 
Review

Approved

Overdue

On Hold



Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we make 
no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. Any 
reliance you place on such information is therefore strictly at your own risk. 


