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PROJECT PLANNING – STEP 2: The Plan

1. Brainstorm all of the tasks that must be completed for your project to be successful.  Be specific! Remember details, details, details!   Anticipate what could wrong and plan for it.  

Remember you may chose to use post-it notes, index cards, etc. to record each of the tasks that need to be completed for a successful project.

2. Sort tasks in into chronological order.  If the project involves numerous steps, you may wish to break the tasks into categories first and then sort them into chronological order within each category.

3. Use a calendar to assign due dates to each task.  It usually works best to work due dates backwards from the date of the actual event.

4. Assign each task or category to a member(s) of your committee and record who is doing what task.

5. Based on the information above, complete one of the following forms:

· Planning Guide  (A checklist style plan that breaks the project into chronological blocks of time)

· Planning Jobs Chart, (A checklist style of plan created chronologically – best for smaller projects)

· Planning Tree (appropriate for a large project that will be broken into sub-groups)

(NOTE: Which method to used depends on your own preferences and the type of project you are working on.)

6. These forms will provide you with a project summary that includes the What, Who, and When for each task.

STOP!  DO NOT GO ANY FURTHER!

· The remainder of the form is to be completed by your Executive Officer and/or Advisor

· Please do NOT begin the implementation of this project until you receive approval of your plan.

PROJECT PLAN – STEP 2

1. QUESTIONS about your plan that need to be answered before beginning implementation: 
	


2. ADDITIONAL steps that need to be added before beginning implementation: 
	


3. Suggest ADJUSTMENTS to your timeline and/or assignment of tasks
	


4. Additional COMMENTS about your plan …
	



· Please address the concerns above and resubmit your proposal by 

· Project plan was approved on 

Executive Officer’s Signature: 


Advisor’s Signature: 
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