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4. SCHEDULING / REVERSE PLANNING

We recommend using reverse planning. Reverse planning (or backward planning) is the act of planning
backwards from the end date of the activity. The general principle is the same as for conventional
planning —you have todefinesteps and tasks and then entertheminacalendar.

Specifically, this means:
* First, writedown the tasks thatareto be performed as part of the activity.
* Estimate howlong thedifferent tasks will take.

* Putthesetasksinchronological order. Most tasks are sequential, which means that one cannot
be started until the preceding one has been completed. Itis thereforeimportant to take these
interdependenciesinto account when adding the tasktothe schedule.

* Createyourreverseplanbystarting with the activity itself, then moving onto the previous step,
thenthe one beforethat, etc. If atsome pointyou don't know which task comes first, decide
randomly so that you canstill meet yourdeadlines.

* Remembertofactorinsometime forthe unexpected.

For example:
* Booktheroom 20 daysbeforethe activity
* Sendtheinvitation15days beforehand
* Orderdrinks 10 daysinadvance

° ...etc.
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PREPARATION

Analysis/assessment/
recommendations

Choiceof artists

Choiceofplace

Presentation folder

Definition programming

Partnersearch

ORGANISATION

General communications

Information and reception of
the public

Artists/entertainment
reception

Logistics

BALANCESHEET

Survey processing

Teamdebricfing

Balancesheet writing

Distributionreport/
recommendations




