TASK ASSIGNMENT SHEET

Hand out tasks for a period and get them acknowledged. Tick the box when the assignee confirms; both parties sign at the bottom.

Assigned by Team / project

Date Period
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Tasks assigned
Assignee Assigned Accepted Accepted

ACKNOWLEDGED

Assigned by / date Acknowledged by / date

Free to-do list template from Apollo's Templates — www.apollostemplates.com/to-do-lists/



