

OFFICIAL

EXAMPLE PROJECT MANAGEMENT TIMELINE – PROJECT NAME 2024
	ACTIVITY DESCRIPTION

	Production and release of Project Name by John Smith, an experimental jazz album with accompanying artwork by Rei Hino.

	

	PERSONNEL

	Name
	Role
	Notes

	John Smith
	Artist, Project Lead
	Confirmed

	Jane Doe
	Producer
	In negotiation

	Rei Hino
	Digital Artist
	Confirmed

	Y Company
	Marketing/Promo
	Confirmed

	

	RISKS

	Production or artwork late, or further revisions required
	Contingency buffers included in timeline - promo can also be pushed back if needed



	Detailed Timeline
	 
	 

	Date
	Activity Title
	Description
	Location
	Who is involved
	Outcomes
	Task lead
	Additional notes / Access requirements

	15/09 – 12/12
	Production period
	Mixing/Mastering 
	Castlemaine
	Jane Doe, John Smith
	Final tracks
	John Smith
	Includes one week contingency for any unforeseen delays

	20/10
	Draft/Concept meeting
	Initial samples and idea
	Zoom
	John Smith, Rei Hino
	Confirm project timeline, Draft concept art
	John Smith
	Auslan interpreter to be engaged

	20/10 - 24/12
	Artwork development
	Rei to develop accompanying artwork
	Melton
	Rei Hino
	Concept art, Final artwork
	Rei Hino
	Includes two weeks contingency for any unforeseen delays

	10/11
10/12
31/12
	Check-in meetings
	Check-ins on production, artwork, etc.
	Zoom
	John Smith, Jane Doe, Rei Hino
	 
	John Smith
	Auslan interpreter to be engaged

	18/11
	Concept art review
	Review of concept art, feedback, etc.
	Zoom
	John Smith, Jane Doe, Rei Hino
	Final artwork
	John Smith
	Auslan interpreter to be engaged

	5/1 - 15/1/25
	Pre-release marketing
	Promotional work - see marketing plan support doc
	Online
	John Smith, Y Company
	Social media promotion, Targeted ads
	Y Company
	Can be pushed back 1-2 weeks as needed

	30/01/25
	Release
	Album launch
	Melbourne
	John Smith, Rei Hino
	Launch
	John Smith
	 






	PROJECT TIMELINE (FUNDED PERIOD: 15 SEPTEMBER– 31 DECEMBER 2024)
Details listed in timeline table below.

	
	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER
	JANUARY

	
	1-15th
	16-30th
	1-15th
	16-31st
	1-15th
	16-30th
	1-15th
	16-31st
	1-15th
	16-31st

	Activity Title
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	FUNDED PERIOD
	POST FUNDED PERIOD
	POST FUNDED PERIOD

	Kick-off Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	ALBUM LAUNCH

	Production Period
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Draft/Concept Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Artwork Development
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Concept Art Review
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Check-in Meetings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Pre-release Marketing
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