EXHIBIT PROJECT TEAM & TIMELINE MANAGEMENT
Keep track of tasks involved in developing and fabricating your exhibit and assign SPECIFIC roles, responsibilities, and timelines. 
	ROLES – many of these roles will be filled by the same person, but spread responsibility to team members as possible.

	Overall Project Manager:
	

	

	CONTENT 
	Theme Development:
	
	Content Review:
	

	
	Research Objects:
	
	Research Theme:
	

	
	Label Writing:
	
	Label Editing:
	

	

	FABRICATION
	Overall Exhibit Design:
	
	Graphic Design:
	

	
	Label Fabrication:
	
	Construction:
	

	
	Conservation Planning:
	
	Object Mounts:
	

	
	Installation:
	
	Other:
	

	

	EDUC 
	Education Materials:
	
	Education Programming:
	

	
	Evaluation:
	
	Other:
	

	RESPONSIBILITIES – note that these are existing workshop due dates, but fill in interim activities and own deadlines as needed.

	#
	Task
	Owner
	Helper(s)
	Start 
	Due 
	Status
	Notes

	1
	First draft of Exhibit Planning Worksheet (EPWS) outlining big idea, supporting concepts, initial object list (use form)
	
	
	
	11/13/23
	
	

	2
	First draft of Project timeline & team roles (this document)
	
	
	
	11/13/23
	
	

	3
	Object research (use form)
	
	
	
	1/8/24
	
	

	4
	Topic research (use form)
	
	
	
	1/8/24
	
	

	5
	Update EPWS based on research
	
	
	
	1/8/24
	
	

	6
	Sketch exhibit layout plan
	
	
	
	2/12/24
	
	

	7
	Plan for safe object display
	
	
	
	2/12/24
	
	

	8
	Update EPWS based on space and object considerations
	
	
	
	2/12/24
	
	

	9
	Compile research into rough outline (use form)
	
	
	
	3/11/24
	
	

	10
	Draft labels (use form)
	
	
	
	3/11/24
	
	

	11
	Update EPWS based on rough outline and label decisions
	
	
	
	3/11/24
	
	

	12
	Draft Education Self-Guide
	
	
	
	4/8/24
	
	

	13
	Draft Education Plan
	
	
	
	4/8/24
	
	

	14
	Finalize EPWS
	
	
	
	4/8/24
	
	

	15
	Build mounts & prepare case
	
	
	
	5/6/24
	
	

	17
	Design & create labels
	
	
	
	5/6/24
	
	

	18
	Install prototype exhibit
	
	
	
	5/6/24
	
	

	19
	Create visitor survey (use form)
	
	
	
	5/6/247
	
	

	20
	Revise & finalize from feedback
	
	
	
	7/1/24
	
	

	21
	Final report due to UH
	
	
	
	8/1/24
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