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APPENDIX B 

Worksheets for Project Management 

These worksheets are designed work in concert with the Project 
Management Job Aids presented in Appendix A. There is not a 
one-to-one relationship since not all jobs need a standard way of 
capturing the associated data. 

The following worksheets have been provided to you for managing 
and tracking projects.  

Worksheet 
Number Title 

WS – B.1 POAM Template 

WS – B.2.A Project Schedule Template (Example 1) 

WS – B.2.B Project Schedule Template (Example 2) 

WS – B.3 Meeting Template 

 

Samples of the worksheets are included in this appendix. Refer to 
the SOP Downloads (Word Version) page on TRACEN Petaluma’s 
internet website for the most recent and usable copies of all 
Worksheets and Templates: 
http://www.uscg.mil/hq/cg1/TracenPetaluma/SOP/default.asp 
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WS – B.1: POAM Template 

Create a POAM that contains the nine elements discussed in 
Chapter 2. One such template is shown on the following pages, you 
can use this from which you delete and modify the content to fit 
your local procedures. 

Job Aid, JA-A.5, provides additional guidance on completion of the 
Risk Analysis and Contingency Plan sections. 
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WS – B.1: POAM Template, Continued 
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WS – B.1: POAM Template, Continued 
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WS – B.1: POAM Template, Continued 
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WS – B.1: POAM Template, Continued 
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WS – B.1: POAM Template, Continued 
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WS – B.1: POAM Template, Continued 

This is optional. If you choose to use this process, it would be 
presented in the POAM (as shown on this last page) as a table with 
information tied to the deliverables identified in “Project Scope.” 
This is not always done –often dependant on the size of the team – 
many times captured within your project schedule. The list below is 
provided as additional guidance on what RACI stands for:   

• RESPONSIBLE: The people responsible for the deliverable (or 
task). 

• ACCOUNTABLE: The ONE person ultimately responsible for 
the deliverable (or task completion). 

• CONSULTED: The people who might be consulted about the 
deliverable (or task) but who do not perform any development 
work. 

• INFORMED: The people who need to be kept updated on 
progress; typically this is one-way communication (e.g., 
informing project sponsors of project status).  

 

RACI 
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WS – B.2.A: Project Schedule Template (Example 1) 

Using the Job Aid, JA-A.3: Creating a Work Breakdown Structure, 
collect all information necessary to create your project schedule, 
examples of which may look like those shown on the following 
pages. 

PHASE / MILESTONE DATE 

• Course Analysis (DATE): 

• Course Design (DATE): 

• Development (DATE): 

• Implementation (DATE): 
 

Status as of (DATE) Project: (TITLE) 

POC: (NAME) Primary Audience: (RATING/SCHOOL) 

Task Description 
Start 
Date 
(Actual) 

End 
Date 
(Actual) 

Status POC Comments 

ANALYSIS 

       

       

DESIGN 

       

       

DEVELOPMENT 

       

       

IMPLEMENTATION 
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WS – B.2.B: Project Schedule Template (Example 2) 
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WS – B.2.B: Project Schedule Template (Example 2), Continued 

 



SOP, Vol. 5: Resident Instruction 

APPENDIX B B-13 September 2012 

WS – B.2.B: Project Schedule Template (Example 2), Continued 
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WS – B.3: Meeting Template 

This template can be used and modified for use for your Alignment 
/ Kick-off meeting, status meetings, or any other throughout the 
duration of your project. 

 

Project:  (NAME) 
 

(DATE)
Project Objective: (STATE) 

Project Manager xyz Project Lead xyz 

Key Stakeholders 
 Executive Sponsor  Primary CG POC 
 Branch Chief  Supervisor, IST 
 School Chief  Contract Mgr. 
 Asst School Chief  Contract Team Lead 
 Quality Assurance  Project Team 

Members, Developers 

Agenda  
TOPIC                                                          NAME                              TIME 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

TRENDS 
 
 
 

NEXT STEPS 
 
 
 

 

Applicability 


