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A Project From CoSchedule


Project Background Creative Brief
This background will serve as the foundation for all of the remaining steps in your project management process.

Who Will This Project Benefit The Most?
Pinpoint a subset within your audience.



What Do You Need To Create?
Define the end deliverable.



Why Will This Project Benefit The Audience You've Specified?
Write your value proposition that answers your audience's question, "What's in it for me?"



What Kind Of Resources Might You Need To Complete The Project?
Estimate the time and tools involved.



What Does Done Look Like?
Help your team know what you'll accept as a successful final product.



What Challenges Or Roadblocks Should You Address Now, Before Execution?
Based on your answers to these questions in your creative brief, brainstorm what may cause delays or hang-ups in your project.





Project Specifications And Requirements
Requirements are the standards your content needs to meet before you publish. A set of requirements is called a specification.

Time-Saving Specification

Automation
Is this a way to automate a part of this project to prevent manual work during execution or afterward?



Elimination
Can this project eliminate something else you're doing as a new and improved replacement?



Maintenance
How can you make this project as successful as possible now with the least amount of daily, weekly, or monthly maintenance?



Content Performance Specification
Standards Of Performance
What are at least four defining characteristics that will define what the finished project looks like?

1.  
2.  
3.  
4.  
{Specification 3 Name}
{Requirement Name}
{Requirement description.}



{Requirement Name}
{Requirement description.}





Project Scope: Sprints, Stories, And Tasks
Your marketing project may have many specifications and stories, so you may need to break the scope into phases, which agile marketers call sprints.
Stories are how you'll put yourself into your audience's shoes to focus on how the project will benefit their lives instead of just creating a deliverable. Format: As an {audience type}, I want to {do something} so that {I get this value}.
Stories are something a team works on together, while you assign tasks to your team members.
{Sprint 1 Name}: {Month/Day—Month/Day}

{Story 1 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 2 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 3 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish


{Sprint 2 Name}: {Month/Day—Month/Day}
{Story 1 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 2 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 3 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish


{Sprint 3 Name}: {Month/Day—Month/Day}
{Story 1 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 2 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
{Story 3 Name}
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
Total Story Effort For {Team Member Name}: {#} Hours
1. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
2. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish 
3. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
4. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
5. {Task Name: Begin With Verb} / {Team Member Name} / Level Of Effort: {#} Hours / Due {#} Days Before Publish
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Project Publish Date
You know your specifications and how your sprints will complete the project. You also know how long those sprints will take. Now define your deadline for publishing.

Publish Date: {Month/Day}


Daily Scrum Meeting Itinerary
Scrum is a daily meeting everyone working in a current sprint attends. Every team member answers three questions.
1. What did you do yesterday for this sprint?
2. What are you doing today for this sprint?
3. What roadblocks are preventing you from executing this sprint?


Off Track Meeting Itinerary
You may need to hold an informal touch point with a team member who doesn’t focus on the tasks and stories that will fulfill the project specifications. Ask them four questions as soon as possible to get your project back on track.
1. What happened?
2. Why did this happen?
3. How can we make sure this doesn't happen again?
4. How can we get this project back on track?


Sprint Review Meeting Itinerary
Sprint reviews are half hour touch points at the end of every sprint to review the stories you’ve completed and gather feedback.
1. Introduce the sprint and the stories within the sprint.
2. Show each story’s accomplishments.
3. Gather feedback on each story.
4. Explain that the feedback will not impact your deadline—that you may add a post-project sprint to implement the feedback.


Retro Meeting Itinerary
Your project is done when 100% of the tasks within the stories that make up your sprints are complete. Traditional project management often calls for a post implementation review. It's a half hour meeting where you invite your team to ask them six simple questions.
1. What went well? What could we continue doing?
2. What went wrong? What should we stop doing?
3. What could we improve for the next project? What should we start doing?
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