NOTES AND GUIDANCE














v1.01 – 27 October 2002

Colour Coding

Completed tasks are shown in BLUE.

Tasks which are on plan are shown in GREEN

Tasks which are now critical or late are shown in RED.


Tasks which are overdue but reallocated 

Priority Coding

Important tasks are shown in bold text. 

Normal tasks are shown in plain text.

Tasks which do not (yet) have a specific target date, but are included indicatively on the plan for completeness, are shown in italics.

Convention Coding

Conventions are annotated as follows.

A   
means Agent Attending

D
means Con Desk being run

P
means Programme Item or Party (or both)

Level of Detail

This high level plan operates at monthly granularity and covers the 3 years until Interaction.

Additional plans will be produced at lower levels of granularity later.  It is expected that a plan to the weekly level will be 

required from no later than Easter 2005 (maybe even New Year 2005), a daily plan for the last 4-6 weeks before the con,

and an hourly plan for the con and a few days either side.  

General

To keep the data volume manageable, in most cases the timeline does not show every “ripple” of every decision.

For instance, it is implicit that whenever a PR comes out, it will be made available on the website – but putting an entry in the website

timeline for every PR just to say that this is done would make the timeline unwieldy. Exceptions to this rule are made where

the “ripple” activities are themselves significant or need a lot of effort.

YEAR 1 – CONJOSE to TORCON III
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	Area
	Cons
	Meetings
	Finance
	Office &

Member 

Admin
	Staff 

Services
	Site &

Facilities
	Pubs

(Int. & Ext.)
	Website
	Promotions

& Press
	WSFS
	Programme 

Inc GoH, Art,

Dealers 
	Other

	Sep 2002
	1 Conjose (ADP)


	
	
	
	
	
	
	Add Site Search
	Earthlight Ad. Deal.
	
	
	

	Oct 2002
	
	
	Business Plan for Bank. 


	Complete initial member DB
	
	Review Infotel Contract.
	
	
	
	
	GoH Contact (Glasgow Win)
	

	Nov 2002
	1-3 Novacon 32 (ADP)
	Board (@ Novacon)
	Credit Card Facility
	
	
	Sign Infotel Contract
	PR0 mailout.

New Fliers

Sailing The Clyde
	Online CoA

Online Member DB
	PressRel – Infotel
	
	Confirm Conference details with Farah.
	

	Dec 2002
	
	Board IRC
	Sign Subvention Agreement

.
	
	
	Sign SECC & Key Hotel Contracts.
	Stationery design. Advert rate card.


	Online Volunteers

Online Reg. Sales.
	Con. Merchandise supplier contracted.
	
	
	

	Jan 2003
	
	
	
	Register with Electrical Eggs.
	Recruit volunteer coordinator
	
	Select PR / Souvenir Book Artist

Sailing The Clyde
	
	
	
	
	

	Feb 2003


	21-23 Redemption (AP)
	Board IRC
	
	Approve Rate Increase
	
	
	Publicise Rate Increase
	Publicise Rate Increase
	PressRel - Rates
	
	
	

	Mar 2003
	
	
	
	
	
	
	Ext. Newsletter ?

Sailing The Clyde
	
	.
	
	
	

	Apr 2003
	18-21 Seacon (ADP)
	Board (@ Seacon)
	Budget baselined
	Rate Increase
	
	
	Fix pubs timeline.
	
	Con. Merchandise available
	
	
	

	May 2003
	
	
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Jun 2003
	
	Board IRC
	
	
	
	
	
	
	
	
	
	

	Jul 2003
	
	
	
	Approve Rate Increase
	Construction Staff Weekend.
	
	Publicise Rate Increase

Sailing The Clyde
	Publicise Rate Increase
	PressRel - Rates
	
	
	

	Aug 2003
	28-1 Torcon (ADP)
	Board (@ Torcon)
	
	
	
	
	PR1 Issued
	
	
	
	
	


YEAR 2 – TORCON III to NOREASCON 4
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	Area
	Cons
	Meetings
	Finance
	Office &

Member 

Admin
	Staff 

Services
	Site &

Facilities
	Pubs

(Int. & Ext.)
	Website
	Promotions

& Press
	WSFS
	Programme 

Inc GoH
	Other

	Sep 2003
	1 Torcon (ADP)


	
	
	Rate Increase
	
	
	Sailing The Clyde
	
	
	
	Artshow and Dealer Coord. Appointments
	

	Oct 2003
	
	Board IRC
	
	
	
	
	
	
	
	
	
	

	Nov 2003
	Novacon 33
	
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Dec 2003
	
	Board IRC
	
	
	
	
	
	
	
	
	
	

	Jan 2004
	
	
	
	
	
	
	Sailing The Clyde
	
	
	
	Programme team initial recruitments
	

	Feb 2004


	
	Board IRC
	
	Approve Rate Increase
	
	
	Publicise Rate Increase
	Publicise Rate Increase
	PressRel - Rates
	
	
	

	Mar 2004
	
	
	
	
	
	
	Sailing The Clyde
	
	
	
	Plan N4 Closing Ceremony / Hugo losers party
	

	Apr 2004
	9-12 Concourse (ADP)
	Board (@ Concourse)
	
	Rate Increase
	
	Accomm. Website in development.
	Ext. Newsletter ?
	
	
	
	Artshow & Dealer Bookings Open
	

	May 2004
	
	
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Jun 2004
	
	Board IRC
	
	
	Staff Weekend ?
	
	
	
	
	
	
	

	Jul 2004
	
	
	
	Approve Rate Increase
	
	
	Publicise Rate Increase

Sailing The Clyde
	Publicise Rate Increase
	PressRel - Rates
	
	
	

	Aug 2004
	
	
	
	
	
	
	
	
	
	
	
	


YEAR 3 – NOREASCON 4 to INTERACTION
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	Area
	Cons
	Meetings
	Finance
	Office &

Member 

Admin
	Staff 

Services
	Site &

Facilities
	Pubs

(Int. & Ext.)
	Website
	Promotions

& Press
	WSFS
	Programme 

Inc GoH
	Other

	Sep 2004
	2-6 Noreascon (ADP)


	Board (@ N4)
	
	Rate Increase
	Child Care Appoint.
	Accommodation bookings start.
	PR2 Issued

Sailing The Clyde
	
	Initial Contacts with TV / Radio ?
	Site Selection, Hugo Admin, Business Meeting appointments
	Run Closing Ceremony, Hugo Losers Party.
	

	Oct 2004
	
	2nd-3rd  Construction 3 staff weekend
	
	
	
	
	Appoint Editors for Souvenir Book, Readme, Restaurant Guide.
	
	
	
	
	

	Nov 2004
	Novacon 34
	Board IRC
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Dec 2004
	
	
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Jan 2005
	
	Board IRC
	
	
	Info Desk Appoint.
	Ops Manual drafting starts.
	Sailing The Clyde
	
	
	
	COPUS Liaison ?
	

	Feb 2005


	
	Board IRC
	
	Approve Rate Increase
	Staff Weekend ?
	
	Publicise Rate Increase

Sailing The Clyde
	Publicise Rate Increase
	PressRel - Rates
	
	
	

	Mar 2005
	
	Board IRC
	
	
	
	Establish Logistics procedures & Kit List.
	Sailing The Clyde
	
	
	
	
	

	Apr 2005
	Eastercon (ADP)
	Board IRC
	
	Rate Increase
	
	
	PR 3 Issued

Sailing The Clyde
	
	
	
	
	

	May 2005
	
	Board IRC
	
	
	Staff Weekend ?
	
	Sailing The Clyde
	
	
	
	
	

	Jun 2005
	
	Board IRC
	
	
	
	
	PR4 Issued

Sailing The Clyde
	
	
	
	Programme final confirmations.
	

	Jul 2005
	
	Board IRC
	
	
	
	
	Sailing The Clyde
	
	
	
	
	

	Aug 2005
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION
	4-8 INTERACTION


