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The goal is to develop three newsletters for my Ladapaw Letters project in seven weeks. Using this 
goal as my base, I’ve come up with individual artifacts that I’ll need to accomplish. 

To organize my tasks in a way that will make the deliverables attainable, I’ve used Trello - a PM 
system I’m briefly familiar with. Trello makes it easy to arrange, re-order, and mark off jobs as 
needed with boards, lists, cards, checklists, and more - so I knew this would be a great system for 
me to use and stay on track. In addition to staying on track through the next few weeks, using this 
project management system is also essential to stay ahead of launch dates - or in my case, email 
send dates. If my audience expects a newsletter by a specific date, and I’m not keeping up with my 
outlined tasks, it could be trouble as I’ll risk reliability with the project. 
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To begin, I’ve created a board titled “Ladapaw Letters Project Plan.” Within this board, there are 
four lists: research, pre-production, production, and post-production. Each list includes specific 
cards which are subjects that belong to the list. Then, within each card has a checklist containing 
small action items that I’ll mark as complete once they’re done. 
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My research consists of different bibliography 
cards, as well as a survey card. As the 
bibliography is living, each week I’ll need to keep 
up with building it out - at this point, this will mostly 
be annotating already existing citations. In 
addition to the bibliography, I’ll create a survey 
which will give me a better understanding of what 
people want to know about, as well as attain 
email addresses for the newsletters. 
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Pre-production involves all of the necessary 
prepping for each newsletter. With this step, 
I’ll also progress my newsletter distribution 
service - MailChimp’s email scheduling - with 
written subject lines and body 
text for each newsletter. 
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My newsletter is intended for a bi-weekly schedule but for the purpose of this class and getting 
prepared to post multiple weeks in advance, I’ll be working on the production and post-production 
stages throughout weeks 4-6. Production includes everything that I’ll create and programs that I’ll use. 
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Post-production is usually the editing process, but since this is a graphics-based project, the editing will 
live within the production phase. So, post-production will simply be the exporting and importing of the 
final newsletters into MailChimp, and scheduling the email out to send.



While I was developing my project management approach, it was necessary to also think of when each 
action item would need to be done. This requires quite a bit of thinking to ensure that the timelines are 
manageable - it’s a big project in a short timeframe, after all. As week two is wrapping up, I’ve given myself 
hard deadlines moving forward - only five weeks left! 

Week three begins tomorrow. By Wednesday, November 10th, I will have created and posted my survey 
(see page 4 for this card in Trello) which will guide my remaining decisions for the newsletter topics moving 
forward, as well as provide me with my initial email audience members. 

During the remaining days in week three, I’ll do all of the pre-production tasks for each of the three 
newsletters. I realize this is a ton of work in just a few days of week three, but production is the biggest 
hurdle and I’ll need to prepare well in advance! 

Weeks four through six, I will complete production and post-production of the three newsletters. Week four 
- newsletter one, week five - newsletter two, week six - newsletter three. During this time, I’ll continue to add 
annotations to my living bibliography.

Finally, week seven is for finalizing everything. Finishing the bibliography, ensuring that the final project of 
all three newsletters are at their best possible outcome, and completing any additional outstanding tasks 
that may come up throughout this plan. 
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