Task Checklist

Project Name			

Partner 1		Partner 2	

Partner 3		Partner 4	
INSTRUCTIONS:
Delete tasks that do not apply to your project. Add tasks that DO apply to your project. It’s better to have more tasks - more detail – about what must be done than not enough.
Assign tasks to a designated partner. Initial the tasks when they are completed.
To add a row either right-click on the row and select Insert Row or place your cursor in the last cell (bottom right) and press the TAB key.

	Tasks
	Task Delegation

	
	Partner
1
	Partner
2
	Partner
3
	Partner
4
	All
	Due  
Date
	Completed 
(Initials)

	Project Brief
	1
	2
	3
	4
	5
	
	

	Comparative Research
	1
	2
	3
	4
	5
	
	

	Best Practice Research
	1
	2
	3
	4
	5
	
	

	Equipment reservation/checkout
	1
	2
	3
	4
	5
	
	

	Location Scout
	1
	2
	3
	4
	5
	
	

	Scriptwriting or rundown
	1
	2
	3
	4
	5
	
	

	Production
	1
	2
	3
	4
	5
	
	

	Graphic Development
	1
	2
	3
	4
	5
	
	

	Programming
	1
	2
	3
	4
	5
	
	

	Postproduction
	1
	2
	3
	4
	5
	
	

	Distribution or Uploading
	1
	2
	3
	4
	5
	
	

	
	1
	2
	3
	4
	5
	
	

	
	1
	2
	3
	4
	5
	
	



