DiDA Unit 2 Multimedia

Worksheet 2 - Creating a project plan

You can use this template to help you decide on a layout for your plan.  Copy this worksheet to the folder called DiDA Multimedia, then complete the first two columns.

Complete the other columns as soon as you can.  Your teacher will give you some ‘milestone’ dates that you can insert into your plan – these are the deadline dates by which certain tasks MUST be completed.

If you decide to use Excel instead of Word, you must be aware that inserting comments into a cell will not transfer to the .pdf version of your plan.

Remember that this plan is an EXAMPLE ONLY.  You will need to produce your own plan, and make sure that the dates you use are reasonable.

Cells in the table will expand as you type.

	Task number
	Description
	Start Date
	End Date
	Estimated time 
	Actual time 
	Notes

Remember: when you add a note, always start on a new line, and put the date first.

	1
	Read the SPB.
	
	
	
	
	01/09:  When I have read the SPB, I will complete worksheet 1.  This will show both my teacher and myself that I understand the requirements of the SPB.

	2
	Create this plan listing the tasks I need to do, and when I expect to finish each one.
	
	
	
	
	

	3
	Create a directory structure for project files.
	
	
	
	
	

	4
	Collect components for movie.
	
	
	
	
	

	5
	Design and produce the movie.
	
	
	
	
	

	6
	
	
	
	
	
	

	7
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