Dida - Planning the project

Name:




Date:


	Month
	Start Date
	Time
	Task Number and Description
	Notes

	
	
	
	1. Produce a plan listing individual tasks and estimated completion dates.


	

	
	
	
	2. Create an organised directory structure for your project files.


	

	
	
	
	3. Gather information for a leaflet about endangered species and what can be done to save them.


	

	
	
	
	4. Design and produce the leaflet.


	

	
	
	
	5. Produce a questionnaire for a survey on environmental issues.


	

	
	
	
	6. Design a spreadsheet to record the results.


	

	
	
	
	7. Use formulae to analyse the results, and produce charts.


	

	
	
	
	8. Present the results of the survey, to help GEA target their marketing more effectively.


	

	
	
	
	9. Create an interactive information point for display in the school to raise awareness of GEA’s work and to advertise a fundraising concert.

10. Create a database of donors and import existing data.


	

	
	
	
	11. Design the data entry form for inputting new donors.


	

	
	
	
	12. Extract information from the database using queries.


	

	
	
	
	13. Design a report showing the names of donors and other details.


	

	
	
	
	14. Design a poster advertising the concert.


	

	
	
	
	15. Design a flyer advertising the concert.


	

	
	
	
	16. Write a letter to the band, thanking them for playing at the concert.


	

	
	
	
	17. Get feedback and evaluate the project.


	

	
	
	
	18. Create the eportfolio.


	


