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D. Event Planning Calendar.
(Suggested teaching time: 10 minutes)

1. A well-planned project should have an event planning calendar
that indentifies the key phases of activity of the team leading up
to the event from:

e 9 months

6 months

3 months

Each of the last 12 weeks

Event week

2. The project calendar should also have key tasks and resp e
parties assigned and allow for task completions to be post

Event Planning Calen

Jan Feb Mar Apr May Jun
18152229512 19265121926291623307 14212841 29

A

Due: Jan 7
Task 1 — Member 1
Task 2 — Member 2
ember 3

Task 5 — Membe

Due: Jul 24
Task 6 — Member 3

Task 12 — Member 1
Task 13 — Member 2
Task 14 — Member 2

Due: Aug 13
Task 15 — Member 3
Task 16 — Member 4

Due: Aug 21
Task 17 — Member 1

Due: Sep 18
Task 18 — Member 3
Task 19 — Member 2
Task 20 — Member 3
Task 21 — Member 2

Appendix 5C to see a
project tracking report.
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