
[bookmark: _GoBack]SEVEN STEPS TO DEVELOP A PROJECT TIMELINE

1) DEFINE WHAT YOU ARE PRODUCING & WHAT SUCCESS LOOKS LIKE.
2) WHEN MUST THE PRODUCT BE COMPLETELY FINISHED?
3) WORK BACKWARDS FROM THAT END DATE.  
4) BREAK THE PROJECT DOWN INTO SMALL STEPS.
5) PUT THE STEPS INTO A TIMELINE:  TASKS, PEOPLE, DEADLINES.
a. WHAT HAS TO BE DONE FIRST, BEFORE YOU CAN MOVE ON TO THE NEXT STEP, AND SO ON?
b. HOW LONG WILL IT TAKE TO COMPLETE EACH STEP?  ALLOW SOME WIGGLE ROOM.
c. WHO IS RESPONSIBLE FOR COMPLETING EACH STEP?
d. WHEN MUST/WILL DECISIONS BE MADE ON EACH STEP?  
e. WHEN ARE YOUR MEETINGS?  CAN YOU DELEGATE DECISIONS TO INDIVIDUALS, OR MAKE THEM ONLINE?
6) WHEN SOMETHING DOESN’T HAPPEN ON SCHEDULE:
a. REVISE THE REST OF THE TIMELINE TO COMPLETION.
b. EITHER THE DUE DATE WILL HAVE TO BE POSTPONED, OR OTHER STEPS WILL HAVE TO BE DONE MORE QUICKLY THAN PLANNED.
7) REMEMBER:  FAST, CHEAP, AND GOOD.  YOU CAN ONLY GET 2 OUT OF 3.  FAST AND GOOD WILL COST MORE.  GOOD AND CHEAP WILL TAKE LONGER.
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Name of project:   Handout

	Item/Person
	SEPT
	OCT
	NOV
	DEC

	Begin search for photos and graphics
	
	
	11/1
	

	Ideas for copy go to writer
	
	
	11/1
	

	Draft copy goes to committee for comments
	
	
	11/8
	

	Comments due from committee
	
	
	11/15
	

	Deliver final copy and art to designer	
	
	
	
	11/22

	Deliver art and money to printer
	
	
	
	12/1

	Pick up from printer
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