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1. Project Name:

	2. Project Phase/ Planning Period:
(Phase 1 – Planning, Sprint 3 (Wk 7-8), Grant Performance Period 1)
	3. Workstream/ Functional Area:
Purpose:
Groups tasks by logical work area.
Examples:
· Governance
· Technology
· Operations
· Communications
· Finance / Grants

	4. Task Owner/ Workstream Lead: 
(List primary owner(s) and supporting roles if applicable)
Name                                    Contact Number(s)
Purpose:
Identifies who is accountable for execution.



	

	5. Deliverables (WBS Table):
	 Staffing (Optional)
	Owner Contact Info
	System/ Dept/ Platform

	Task ID
	Task Owner
	
	
	

	
	
	
	
	

	
	Each row = one discrete task or deliverable tied to an objective in ICS-202.

	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6. Task Description & Acceptance Criteria:
Purpose:
Defines what “done” looks like for the assigned work.

For each task, include:
· Description of work
· Deliverable(s)
· Acceptance criteria
· Dependencies (if any)
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	7. Constraints, Assumptions & Notes: (Document anything that could affect how work is performed)

Purpose:
Captures execution caveats.
Examples:
· Procurement rules
· Security requirements
· Data governance
· Required coordination


	8. Task-Level Communications & Reporting (Reference the ICS-205 where applicable):
Name/Function		Primary Contact:	
	/			
	/			
	/			
	/			
	/			
	/			
	/			

	9. Prepared by:  Name:  		Position/Title:  		Signature:  	
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