Sample Template of 
Time or Task Table

	Goal:  

	Objective:

	Action Steps
	Responsible Person
	Time Frame
Start                   End
	Data
Elements
	Evaluation Method

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Completed Sample of Time or Task Table 


	Goal:  Manage a prescreening and application project to increase number of SNAP participants.

	Objective: Use State prescreening tool to screen 50 people every month.   

	Action Steps
	Responsible Person
	Time Frame
Start       End
	Data Elements
	Evaluation Method

	Purchase lap top computers





	Mary Doe
Accountant
	4-1-11      4-30-11
	None
	Items purchased on time

Items meet prescreening specifications.

Outreach Director compiles information obtained from each outreach provider.    Information is entered in monthly report.

	Use log sheets to track use of pre-screening tool.
	Nancy Douglas Outreach Director
	5-15-11    9-30-11
	Number of people pre-screened.

Number of people estimated to be eligible.

Number of people estimated ineligible.
	



