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Task description
When you edit, replace italic supporting text, work iteratively with the content.
	Task name
	
	Task manager
	
	Task sponsor
	

	Version
	
	Date
	
	Other
	


Appendices 
1 Kanban-board, 2 Change and decision log. 
Decisions
	
	Date
	Decided by

	Decision to start preparation
	
	

	Task completed
	
	

	Escalation
	The task manager is empowered to make decisions within the playfield. For issues and decisions outside the playfield, escalate to the task sponsor


Stakeholders
	Stakeholder name/role
	Expectations/Needs

	
	

	
	

	
	


Playfield
	Background
	Short background and current status 

	[bookmark: _Hlk129444421]
	Plan
	Outcome

	Purpose (business objectives)
	Describe the expected benefits/effects
	Describe the gained benefits/effects

	Task objectives
	Describe in short the desired results to be delivered 
	Describe what has been delivered at large

	Exclucions
	Describe result that will not be reached or delivered
	Kept/changed?

	Limits
	Decided
	Tolerances
	Outcome

	    Time
	Planned start- and delivery date
	
	Actual start- and delivery date

	    Cost
	Budget
	
	Outcome

	    Manhours
	Total manhours
	
	Outcome

	[bookmark: _Hlk127784608]Conditions
	Specific conditions that the task shall pay attention to or dependencies between the task and other initiatives 


Organization
	Role
	Position
	Name

	Task sponsor
	
	

	Delivery of result to
	
	

	
	Competence/role
	Name
	Manhours

	Task manager
	
	
	

	Task team members
	
	
	

	
	
	
	

	
	
	
	


Learnings
	Previous learnings
	Learnings from previous similar initiatives and how to use them.

	Learnings from this task
	Lessons learned from this task and how to share with others who may benefit from them.





Plan
In the appendices you find support to create a kanban-board, for other plans use specific it-tools.
	Milestone plan

	No
	Name
	Acceptance criteria
	Date
	Responsible
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Hlk127787022]Risk management
	Risk
	Risk description/clarification
	Action to handle the risk
	Date for the action
	Responsible
	Status 
(planned/
ongoing/done)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Appendix 1 – Kanban-board
Used to plan the near zone. If you have better tools available, use them instead (like Trello, Jira or Tasks in MS Teams).

	Deliverable/function
	To do
	In progress (w.i.p. limit)
	Done

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	





Appendix 2 – Change and decision log
Strategic matters that have an impact on the playfield of the task and operational matters, decisions within the task’s playfield.

	Matter
	Affects the playfield?
If yes, how?
	Decision 
	Motive for decision
	Decided by, when?
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