Interactive Multimedia Production Task List

Analysis

1. Hold preliminary concept meetings (determine cost, content, market, technology, media, goals, skills needed.)

2. Write concept paper

3. Assign roles and responsibilities to team members

4. Determine Preliminary Budget (all aspects from initial planning through field test and final corrections)

5. Determine Schedule to be reevaluated on a regular basis.

Content/Prototype Development

6. Hold kick off meeting

7. Hold content analysis/outline meeting

8. Develop detailed outline

9. Identify outside vendors to bid with

10. Develop design document (includes: rough nav, media to be used amount of text, graphic needs, interactivity, palette, recurring elements, hierarchy, metaphors, High-level flow chart, Determine separate versions (Text v. Sound, geographic region, staff level)

11. Develop detailed Budget

12. Review Schedule

13. Send out RFP/design document to potential vendors  (include detailed deliverables)

14. Review proposals from vendors

15. Revised bids from select vendors (if necessary)

16. Select Vendor

17. Write Contract

18. Get signed contract

19. Review Budget

20. Review Schedule

21. Hold Art/Content meeting with all members of team and outside vendors.

22. Deliver rough content draft 

23. Build screen mockups (use longest and shortest pages for comping)

24. Determine art for interface (Navigation buttons, page design, etc.)

25. Determine art for content (identify art needed, collect scan existing art, identify sources of other art, commission illustrations, etc.)

26. Finalize detailed storyboard and flow chart (includes all elements: installation, registration, intro screens, help, contents, credits, exit, navigation etc.)

27. Hold midpoint review meeting

28. Present to select program staff for buy-in/feedback

29. Determine required collateral material

30. Get ballpark estimates for printing final collateral materials

31. Review Budget

32. Review Schedule 

33. Identify Field test sites and begin planning for field test

34. Finalize all specs

35. First draft text/graphics

36. Produce sound/video/interactive elements/

37. Approve final graphics

38. Deliver final text to vendor

Alpha Development

39. 1st draft of text within graphic user interface (functionality not all in place) Vendor must supply style sheet.

40. Draft of collateral material

41. Launch Alpha version (all functionality)

42. Review Alpha version

43. Quality Assurance Testing (opportunity 1)

44. Draft user docs

Beta Development

45. Make changes to content/fix bugs from Alpha

46. Launch Beta version

47. Quality Assurance Testing (opportunity 2)

48. Prepare final draft version of collateral material (if needed for field test)

49. Field Test

Final Production

50. Review Budget

51. Review Schedule

52. Design final collateral materials

53. Revisions based on field test feedback

54. Quality Assurance testing (opportunity 3)

55. Get bids for final production of collateral materials  (i.e., CD duplication, package, printing, etc.)

56. Proof and review collateral materials

57. Send Glass Master for Duplicating of CDs

58. Send files to printer 

59. Collate final package

60. Final launch of site

61. Ship materials

62. Publicity

Copy

Title Screen

Intro Screens: Registration, Sound, new and registered user entry, etc)

Help

Main Menu Screen

Dropdown menus

Main content

Credits

Exit Screen

User Docs: Guidelines for use, Installation Instructions, Troubleshooting Guide

System Requirements

Licensing Agreement

CD Label 

Outer Packaging (FC, BC, IFC, IBC, Spine)

Manual cover (FC, BC, IFC, IBC, Spine)

Manual Text

Index

Glossary

Graphics/Design 

Buttons

Page Design/User Interface

Special Elements

Content Graphics

Color and font palette

To be determined up front:

System Requirements

Separate tracks (i.e., field, level of staff, geography, etc)

Registration

Intro material

Installations

Help

Navigation

Main Menu

Exit

Credits

New Log-on capability

Data collection ability

Management of Data

Evaluation

Final package:

Get ISBNs

Paperwork for software used in development (i.e., Quicktime, Macromedia, etc.)

Collect required logos for software used.

Determine Quantities

Determine Selling price

Determine Shipping Instructions

Assign PO number for shipments to the warehouse.

Publicity:

