



Sample Project Planning Timeline 
(2-Week Project)
	
	Date 
	Time  
	Action and/or Activity
	Responsible
	Resources
	Location
	Status

	18Mar 
	4:00PM
	Team After Action Review for project (1 hour)  

	All
	Coordinate 
Room (Mike)
	FH 251B
	

	17Mar 
	11:00AM
	Turn in project
	Leader
	
	FH341

	

	16Mar 
	 3:00PM
	Final In-Progress Review (IPR) of project deliverables (45 minute meeting)
	All
	*Coordinate 
Room (Mike)
*Final print
(Pat)
	FH A17
	

	15Mar 
	 8:00PM
	Synthesize comments on draft, conduct final edits, and post final document on Google Drive
	Beth
	
	Google Drive
	

	15Mar
	 1:00PM
	Final comments on project draft completed
	All
	
	Google Drive
	

	14Mar 
	 9:00PM
	Team Leader creates and sends out/post agenda for final In-Progress Review Meeting and identifies pre-work
	Leader
	
	Google Drive
	

	14Mar
	 7:00 PM
	Final drafts completed and posted on Google Drive

Team members begin their final review and post comments on products
	All


All

	
	Google Drive
	

	12Mar
	 9:00PM
	Second In-Progress Review via WEBEX (45 minutes)
Dial in number: 688-709-2427
Access code: 780-957-2378
	All
	Computer
	
	

	12Mar
	1:00PM
	Review comments completed on first draft of requirements 

Team Leader reviews comments and creates agenda for second in-progress review and sends/post to members
	All
	



Coordinate 
WEBEX (John)
	Google Drive
	

	11Mar 
	9:00 PM
	First draft of requirements posted on Google Drive

All team members begin review of first draft of requirements and post comments and suggestion in the document

	All


All
	
	Google Drive
	

	  8Mar 
	5:00 PM
	First In-Progress Review
(45 minute meeting)
  -each member briefs status of progress on responsibilities
  -adjust process and allocations as needed
  -determine if you need additional resources
  -revisit timeline
	Leader
	
	FH 251B
	

	6 Mar 
	8:00 AM
	Team Leader sends out agenda and location for first In-progress review and identifies any pre-work
	Leader
	Coordinate 
Room (Mike)
	FH251B
	

	5 Mar 
	5:00 PM
	Initial Team Project Planning Meeting
   -ensure all understand scope of project requirements and standards of success
   -brain storm on how best to complete project
  - allocate roles and responsibilities
  -identify deliverables and deadlines
  -refine project timeline
(2.5 hours)

Meetings and deadline from project timeline posted to Team’s Calendar
	All











George
	
	FH 351











Google Drive
	

	4 Mar 
	8:00 PM
	*Team Leader creates and sends/posts agenda (with purpose, outcomes, and time limit) for initial planning meeting, identifies pre-work, and tentative project timeline
	Leader
	
	Google Drive
	

	4 Mar 
	3:00 PM
	*Received Project and set time for initial planning meeting.  
*Coordinate room for initial team meeting
*All members review requirements, deliverables, conduct research, and develop a tentative plan to complete the project

	All
	

Coordinate
Room (Mike)
Copies of project
requirements
	

FH351
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