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Step 1 Project Management 
Step 10 Production
Worksheet 10.1 Develop Production Schedule 
TPurpose:	To track all production activities. 
Instructions:	Complete the empty table cells to identify your communication products, responsibilities, milestones and timelines.
	Product
	Person Responsible for the Product
	First Draft Submitted
	Pretesting Details and Timeline
	Results Summary
	Changes Required
	Revised Draft Submitted for Approval 
	Approved Material to Printer/
Creative Firm for Production
	Produced
	Notes

	
	
	Select Date	
	
	
	Select Date	
	☐  Yes
☐  No
	

	
	
	Select Date	
	
	
	Select Date	
	☐  Yes
☐  No
	

	
	
	Select Date	
	
	
	Select Date	
	☐  Yes
☐  No
	

	
	
	Select Date	
	
	
	Select Date	
	☐  Yes
☐  No
	

	
	
	Select Date	
	
	
	Select Date	
	☐  Yes
[bookmark: _GoBack]☐  No
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