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(Name of Project)
Date: (Day of the week, month, day, year)
Time: (y:yy am/pm to z:zz am/pm)
Location: (name of place and address)
Project Leader(s): (first name last name)
Total Number of Members: (#)
Total Number of Hours: (round to the nearest 0.5)
	Name
	Time In
	Time Out
	Total Time 

(in hours)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Summary (Please write in the third person. 10-line minimum): 

