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Planning





Project name�
�
�



Overall purpose�
�
�
�
�
�



Supporting objectives�
�
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�
�
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Date to be done by�



�
�



Budget�
�
�



# of people that need access�
�
�



Systems capabilities�



PC model(s): ________________________________________


Base memory: _______________________________________


Networked (wide/local)


Internet


Sound


Video


256 color


�
�
My role�
�
�
�
�
�



Use to communicate with consultants�
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Project Milestones


�
Start date�
End date


�
�



Concepting�
�
�
�



Writing�
�
�
�



Programming�
�
�
�



Interface development�
�
�
�



Ongoing testing�
�
�
�



Internal review and approval�
�
�
�



Marketing�
�
�
�



Roll-out�
�
�
�






Team Members


�
Name(s)�
Primary Role


�
�



Subject Matter Expert(s)�



�
�
�



Writer(s)�
�
�
�



Graphics Consultant�
�
�
�



Systems Expert�
�
�
�



Editor(s)�
�
�
�



Reviewer(s)�
�
�
�



�
�
�
�



Use pages 1-2  to communicate to team members�
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Communications/Roll Out Plan


Who needs to know about this project?�
What do they need to know?�
How will I communicate this to them?�
What is my deadline?�
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Communications Follow-Up Plan





Who should I get feedback from?�
�
�



According to the evaluations, how valuable is this program?�
�
�



How else can I evaluate the effectiveness of this program?�
�
�



How will I update this program?�
�
�



Who should hear this information?�
�
�



How will I tell them?�
�
�






Project Evaluation





What went will with this project?�



What could have been improved?�
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Consultant Evaluation








Consultant Name�
�
�



Able to meet purpose/objectives within budget?�



( Yes		( No�
�



Able to meet purpose/objectives within timeframe?�



( Yes		( No�
�



Does this consultant’s expectations of my role match my own expectations?�






( Yes		( No�
�



Overall effectiveness of demo(s): 5 being most effective�



1	2	3	4	5�
�



Do references support this vendor?


Reference questions to consider:


Do you recommend this consultant?


Was your project on time?


Was your project within budget?


What was your budget?


Did the multimedia program creatively meet your learning needs?


Will you use this consultant again?


Anything else you’d like to add?��



( Yes		( No�
�
Consultant Strengths (Pros)�
Consultant Weaknesses (Cons)�
�
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�
�
�
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How does this consultant rank with other consultants I interviewed?�






�
�



Do I recommend using this consultant?�



( Yes		( No�
�
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