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USE INSTRUCTIONS AND TERMS OF USE

For Creating and Managing Project Plans

Use Instructions
Open a copy of the template and use File - Save As to rename/save a document for your project.
# 1: Enter the year and the calendar will be formatted for the 6 or 12 month period in the
worksheet.
# 2: The year before the words “Project Planning Calendar” will be updated to the year entered in
# 1.
# 3: Place your cursor in the cell B4.
# 4: Edit the words “Project Name” to name the calendar for your project (i.e. ABC Project).
You can delete any worksheets that will not be used for your project and save again.

Suggestion: Use one color of fill to indicate holidays that fall on a weekday and a different color
fill for any known non-working days for your business/organization that will occur during the
expected duration of your project.

Terms of Use
This Project Planning Calendar template is an adaptation of a no cost Excel template
downloaded from Microsoft. Intended use: This is intended for use as a work aid template for
project work schedule planning. This is provided “as is” at no cost to the End User (the buyer or
recipient of any purchased or no cost part of SmallBizOrgTools project and process management
product offerings in the form of a template, method guide, or other downloadable item) for the
“Intended use” described herein. Content when edited and used becomes intellectual property
and responsibility of the End User. It is the sole responsibility and liability of the End User to seek
legal assistance, or assistance from State, Federal, or International governmental resources, to
make certain any legal interpretation and decisions regarding the use of the content “as is” or
modified in any way by the End User are correct.
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