Timeline and Responsibility Chart
Project Name:




Client Name:

Production Group Members:  

	Project
	Action
	Due 
	Person(s) Responsible

	PLAN
	
	
	

	Meet with Client
	Do it
	
	

	Submit Concept Paper
	Submit
	
	

	Describe Learner Characteristics 
	Submit
	
	

	Constraints: Hardware 
	Submit
	
	

	Constraints: Software 
	Submit
	
	

	Constraints: Client Responsibilities 
	Submit
	
	

	Constraints: Developer Responsibilities 
	Submit
	
	

	Constraints: Content 
	Submit
	
	

	Style Manual
	Submit
	
	

	Look and Feel Document/Prototype
	Submit
	
	

	Obtain Client Sign-off of Planning Strategies
	Sign-off
	
	

	DESIGN
	
	
	

	Flowcharts
	Submit
	
	

	Storyboard
	Submit
	
	

	Write text for screens
	Do it
	
	

	Script Audio
	Do it
	
	

	Script Video
	Do it
	
	

	Obtain Client Sign-off for Design
	Sign-off
	
	

	DEVELOP
	
	
	

	Create/Obtain Graphics
	Do it
	
	

	Produce Video
	Do it
	
	

	Record Audio
	Do it
	
	

	Assemble Pieces (Create the Program)
	Do it
	
	

	Prepare Support Materials 

(if necessary)
	Do it
	
	

	Alpha Testing
	Submit
	
	

	Make Revisions
	Do it
	
	

	Beta Test
	Submit
	
	

	Make Revisions
	Do it
	
	

	Obtain Client Sign-off
	Sign-off
	
	

	Present Project to the World!!!!!
	Submit
	
	


This is your project management sheet towards completing a successful project.

Every activity on this page is necessary to complete your project, not all of them have to be submitted for a grade.  The Action column indicates whether you Submit the product, have your client Sign-off the activity or just Do it to get it done.

Assign who is responsible complete each task.  If you are doing this by yourself, you might want to enlist the help of some friends to do some of the activities that are not part of the subject matter for this class (including video or audio production).  Remember that I expect YOU to script the audio but you can get someone else to help.  Include her/his name and relation if s/he is an outsider.
