Project Planning Form
Team Name:

Project title:

Audience:

Team Members:

Purpose of Project:
Editorial Board










   Submission Editor: e.g. Jane Smith (JS)
   Copy Editor:

   Marketing Editor:

   Layout Editor:

   Web Editor:

Rotating Managers



Dates


Progress Report Dates
   Manager 1:

   Manager 2:



   Manager 3: Jane Smith (JS)

      October 4th – 22th 

 October 25th
   Manager 4:

   Manager 5:

Specific Assignments






Due Dates
   Submission guidelines:





   Due: September 24th (JS)
   Team member bios:






   Due:

   Webpage:







   Due:

   Marketing materials:





   Due:

   Acceptance and rejection letters:




   Due:





   Procedure for handling submissions:



   Due:   
   Style Sheet







   Due:

   Forward:







   Due:

   Proofs:







   Due:

   Responses to Proofs:   





   Due:

   Finalized Proofs






   Due:

   Final presentation of project materials:



   Due:
   Repurposing Assignment





   Due:
Work Schedule

   Team Meetings:

Date/Place/Time

Note Taker

Observer

#1


#2


#3


etc.   

Miscellaneous

   How will you respond to initial drafts?

   How will you make group decisions?   

   How will disputes and grievances be resolved?
