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Project Tracker Template · Expert version
A project tracker template keeps every task and project in one list with owners, deadlines, priority, status and progress, so you can see what is on track, what is late and
what needs attention.

How to use this template
1. Add one row per task, grouped by project.
2. Set an owner, priority, start and due date.
3. Update status and % complete at least weekly.
4. Use filters to view one project, one owner or overdue work (negative Days left).
5. Review blocked items in your team meeting and record decisions in Notes.

Tips
• Keep task names short and action-based.
• Agree status definitions with the team.
• Archive completed rows monthly.
• When the list grows large, move to project management software.

Dashboard (sample data)
Field Value Count

Owner Ana 1

Owner Ben 1

Owner Chen 1

Owner Dana 1

Owner Eli 1

Priority High 2

Priority Medium 2

Priority Low 1

Status Not started 2

Status In progress 1

Status On hold 0

Status Blocked 1

Status Done 1
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Tracker · Filter by project, owner or status; Days left updates every day

Project Task Owner Priority Start Due Status %
complete

Days
left

Notes

Website refresh Finalise sitemap Ana High 2 Mar 2026 6 Mar 2026 Done 100

Website refresh Write homepage copy Ben High 4 Mar 2026 13 Mar
2026

In progress 50 Waiting for product input

CRM rollout Migrate contacts Chen Medium 9 Mar 2026 20 Mar
2026

Not started 0

CRM rollout Train sales team Dana Medium 23 Mar
2026

27 Mar
2026

Not started 0

Q2 campaign Agree budget Eli Low 16 Mar
2026

18 Mar
2026

Blocked 0 Finance review pending


