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Chapter 6

Project Prep

Prep is the “pre” part of the project…it’s when, and how, everyone gets on the same page.

Prep starts the transition between moving from brainstorming & creative ideas to a concrete definition of what will be delivered.

1. Prep requires consideration of:

2. deliverables – choose team members & match people’s personalities with the project’s personality

3. personality of the project – knowing this helps determine the appropriate management style and format of deliverables

1. Roles that play the biggest part in the Research & Planning Phase:

2. strategist – the person who constantly assesses projects with goals & strategies in mind…at traditional agencies the account person fills this role

3. tech lead

4. creative lead

5. tester

· Kickoff Meetings:

· the first (and maybe the only) opportunity for the client to tell their story to the entire creative team

· let you demonstrate to the client that you’ve done your homework and are prepared

· transition the project from the sales team to the creative team

· keep the energy positive…the client may be feeling stress

· team members with an existing relationship with the client should start the meeting, then new team members should increase their role

· explain your creative process so there are no surprises

· the goal should be to establish a connection and a relationship!

· The Management Plan (Cheat Sheet 1):

· list assumptions – agency will develop content strategy, client will write copy

· define deliverables – things that get delivered and are owned by the client

· determine dependencies – conditions that dictate things that must or can’t happen…details that can constrain or jeopardize a project

1. Common Scenarios in which Dependencies Arise:

2. when your team is using third party products

3. when you build something that’s being integrated into another system

4. when legal approval is needed

In the first two cases the third party or system must operate correctly.  In the third case lack of legal approval could derail the project.

Plan scheduled communication by setting days and times for status updates.

Create a review and approval process so that everyone knows how work will be routed and who needs to approve it.

Determine who the final approvers are on the client side…timelines for executive or legal approvals are often overlooked or measured incorrectly!

· Risk Assessment:

· forecasting problems

· creating a plan to avoid them

· thinking about how to address them if they occur

· Standard Risks:

· delayed delivery of assets 

· delayed client feedback

· incomplete or inaccurate requirements

· scope creep

In the Research & Planning Phase, meetings and conversations are the primary deliverables.
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