Create a Project Timeline 

In this activity: 
Members have a BIG job ahead during this session! You will lead them as they figure out the details of service project planning – what must be accomplished and by whom each step of the way, each week leading up to the project’s completion.  Together the club will create a project Service Project Timeline. The club secretary will keep good notes. Afterwards, the secretary will meet with other officers and the advisor to finalize an official timeline and post it in the club meeting room to. This timeline is a big accomplishment and important tool for keeping service planning on track! 
This activity allows members to:
· Set deadlines.
· Collaborate.
· Use active listening and communicate their ideas.
· Help create the vital timeline to keep the project on track for successful completion.

Materials needed:
· For Secretary: Service Project Timeline worksheet
· Flipchart paper
· Broad tip markers
How to lead this activity:
PRIOR TO THE MEETING:	
1. Before the club meeting, write one of the following on each of five flipchart papers: 8 weeks before, 6 weeks before, 4 weeks before, 2 weeks before, 1 week before
2. Using the Service Project Timeline worksheet, write the responsibilities listed under each category on the flipchart papers.
3. Hang the five flipcharts around the room so everyone can see.

AT THE MEETING:
1. Explain that your club now knows the basics about the service project. It’s time to create a detailed timeline and assign responsibilities leading up to the service project day. So this is the day for brainstorming all the details the club needs to figure out planning for the project.
2. Start with the “8 weeks before” paper. Ask club members to shout out things that need to get done two months from the date of the service project. Write all ideas on the paper so everyone can follow what is being shared. If members disagree about including an item on the “8 weeks before” paper, circle it and tell the club that you will come back to it.
3. Repeat step 5 for the rest of the periods of time on the flipchart papers.
4. Go back to the “8 weeks before” paper and discuss each shared action item. If the club agrees that the action item needs to be completed eight weeks before the service project, the club secretary should write the responsibility on the Service Project Timeline.
5. The club should determine who is responsible for each action item and assign a deadline for the item.
6. Repeat steps 7 and 8 for the rest of the time frames on the flipchart papers.
7. Thank members for their hard work. 

AFTER THE MEETING: 
1. Club officers should meet with the club advisor to review the timeline; make sure no action items are missing; and finalize the timeline. The final timeline should be posted in the classroom and/or made available to members.

