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Schedule: 

Project start date:    September 15, 2014 

Event Schedule Date:   September 20, 2015 

Approval: Planning/Required Document/Venue:  November 3, 2014   

                                                                                                     Date 

Designate team members  September 29, 2014 

(Completion) 

Stakeholders meeting present weekly status meeting 

Job Fair Planning 

September 15, 2014 

(On-going) 

Initial planning meeting October 14, 2014 

(Completion) 

Individual team member planning meeting October 14, 2014 

(Completion) 

Team coordination meetings twice a week:  Master Schedule, 

Tuesday and Thursday 6:00pm PST  

October 21, 2014 

(On-going) 

Cost analysis  October 28, 2014 

Budget allocation: not to exceed $150, 000 September 12, 2014 

Logistics coordination: weekly status meeting October 14, 2014 

(On-going) 

Marketing coordination: weekly status meeting October 14, 2014 

(On-going) 

Vendor coordination: weekly status meeting November 14, 2014 

(On-going) 

Graphic design: weekly status meeting November 30, 2014 

(Completion) 

Project Event: September 20, 2015 

Project close out September 25, 2015 
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High-Level Milestones:  

 

 
(Microsoft Office Template, 2014) 

 

Job Fair Milestones 

Job Fair   

Start DATE MILESTONE COMPLETION 

09/12/2014 Project Start 09/15/2014 

09/15/2014 Required Doc 10/03/2014 

10/14/2014 Venue Research 11/03/2014 

10/14/2014 Deliverables Approval 11/03/2014 

10/14/2014 Plan Approval 11/03/2014 

10/30/2014 Vendor Confirmation 11/14/2014 

10/30/2014 Postcard Distribution 12/30/2014 

1/10/2015 
Second PC 

Distribution 
3/30/2015 

3/30/2015 Event Checklist 5/30/2015 

5/30/2015 Final Event Checklist 7/30/2015 

7/30/2015 Host Event 09/15/2015 

(Microsoft Office Template, 2014) 
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Project Timeline:  

 

PROJECT DETAILS   

DATE MILESTONE POSITION 

1/23/12 Project Start 25 

2/24/12 Milestone 1 10 

2/24/12 Milestone 2 -10 

3/1/12 Milestone 3 15 

3/15/12 Milestone 4 -15 

5/15/12 Milestone 5 15 

6/15/12 Milestone 6 -15 

6/30/12 Milestone 7 15 

7/15/12 Milestone 8 -20 

7/30/12 Milestone 9 20 

10/23/12  -15 

 Project End 15 

(Microsoft Office Template, 2014) 
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