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Planning checklist: 
 
Who is the intended audience? 
 
What is the purpose? 
 
What is the anticipated product (publication, Web site, video, news release, etc.)? 
  
What is the intended tone and style? 
  
Who is the publisher? 
 
What is the budget for the project, and who is paying? 
 
What is the storage and distribution plan and number of copies to be printed? 
 
What is the deadline? 
 
Who is providing the graphics (photos and chart material)?  
 
What’s the production timetable? (Attach timetable.) 
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