	Event Schedule Planner

	Project/Event Name:

Organizer’s Name:

You can use this space to make notes about your project or event.

Then, when you have entered the title and dates for each phase of your event or project, you can shade the dates on the calendar to correspond with the dates for your event or project.

To shade dates on the calendar, select the dates you want to shade. Then, on the Format menu, click Borders and Shading, and then click the Shading tab. Choose the color you want, and then click OK. 
When you are finished using these instructions, delete them and replace them with notes of your own. 
Project Phase
Starting

Ending

Phase 1
01/24/03
02/13/03
Phase 2
02/13/03
03/31/03
Phase 3
03/31/03
04/25/03
Checkpoint
05/14/03
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