
PROJECT DELIVERY PLANNING & KICK OFF

MOU 
sign off

Sales sends 
‘welcome 
pack’ to 
client

Client fills in k/o 
document

Sales schedule 
kick off

Sales internal 
handover with 
project team

Project assigned 
to a PM & team, 

and added to 
schedule

Sales schedule 
PM/client intro

PM/client intro 
meeting

Kick off 
meeting prep

Kick off 
meeting

DISCOVERY

Reading of brief 
and tender 
documents

Creation of 
research board

Key information is added

Strategy / OKRs 
meeting with prep

Strategy / OKRs 
meeting with client

Strategy / OKRs 
write up

Reading of exisitng research 
and addition to the research 

board

Research plan

IA mapping

Stakeholder 
workshops planning

IA and Nav 
workshop

Content priorities 
workshop

User research activities 
planning (each)

Conduct each User 
research activity

Write report on each User 
research activity

PM sends each report to 
clients

Top-level GA report

Summary report writing 
(minus 

recommendations)

Recommendations team 
meeting

Finishing summary report Finishing IA and 
Navigation Wireframes handover

Client presentation

Client sign off IA & Nav

Wireframes creation

Wireframes PM and UXer 
review

Wireframes internal 
amends

Wireframes client 
presentation

Wireframes external 
amends

Client signs off 
wireframes

Project Blueprint 
document first draft

Project team Blueprint 
meeting

Project Blueprint 
document finalised & 

costed

PM presents Project 
Blueprint document to 

client & cost

Project Blueprint 
document amends (with 

knowledge of project 
team)

Client signs off blueprint

Research plan 
presentation 

meeting

Only projects with user 
research activities

Client sign off 
research plan

DESIGN

Client submits design brief

Schedule design brief 
meeting

Design brief meeting with 
client

Mood board creation

Creation of “look and feel” 
concepts

PM review

Internal amends Schedule concept 
client meeting

Concept client 
meeting

Client chooses a route

Homepage, header 
and footer design

Designer reads 
blueprint document

Meeting with front-end

Internal amends

Client presentation

External amends

Client signs off concept

Design mobile 
homepage & 2 priority 

desktop layouts

Meeting with front-end

Internal amends

Send to client

External amends

Client signs off flats

Design rest of flats

Handover to front-end

Front-end dev reads 
blueprint document

FRONT-END

Q&A with PM, UXer & 
tech lead

Front-end dev 
organises their tasks

Honeycomb set up

Develop sprint (3 
tickets at a time)

F/ed dev QA sprint

F/ed lead code review 
sprint

Tester QA (ie Rob) 
sprint

F/ed amends sprint

F/ed handover to PM

PM QAs F/A

Designer and UXer 
review and raise 

amends

F/ed amends

Handover to client 
and client UAT

F/ed final amends

Client signs off front-end

BACK-END

Back-end dev reads 
blueprint document

Q&A with PM, UXer & 
tech lead

Back-end dev 
organises their tasks

Honeycomb set up

Develop sprint (3 
tickets at a time)

B/ed dev QAs the 
sprint

B/ed lead code review 
sprint

Back-end dev sprint 
amends

Handover to PM & PM 
QA

Back-end dev amendsFront-end dev 
amends

PM prepares training 
& raises amends if 

needed

Front-end dev 
amends Back-end dev amends

Training and handover 
to client

Client UAT

Front-end dev 
amends Back-end dev amends

Dev & lead discuss 
additions to HC

HC steer group discusses 
HC additions

HC additions scheduled 
and implemented

Dev & lead discuss 
additions to HC

HC steer group discusses 
HC additions

HC additions scheduled 
and implemented

GO LIVE

Site is placed onto the 
live branch

Client signs off site 
(with “caveat” tickets if 

any)

Resolution of any 
“caveat” tickets

Client safisfaction 
survey

ONGOING RELATIONSHIP (H&S)

Internal handover PM-
CREs & DS

Meeting with the client 
for the PM to intro 

CRE and DS

CRE continues H&S 
and retainer 
relationship

Strategic relationship:

If retainer: Digital 
Strategist

If no retainer: Client 
relation sales (Tom)

DISCIPLINE

HOW TO READ THE 
DIAGRAM

TIME

Each discipline of the project is 
presented horizontally, within 
coloured boxes.

Vertically, each task within each 
discipline is detailed inside boxes 
of 4 colours (see below). The tasks 
are chronologically ordered from 
earliest (top) to latest (bottom). 
Tasks that are side by side are 
meant to overlap in time.

Arrows show the direction of travel 
from one task to the next.

Fat Beehive 
tasks

LEGEND

Client tasks or 
sign/offs

Meetings 
(internal or with 

the client)

Honeycomb 
R&D

Progression from 
one task to another

Progression from 
one task to another 
where more than 1 
task overlaps in time

Close project budget Open H&S budget

DNS change to live when client is ready, 
regardless of when it happens

H&S budget belongs 
to PM until DNS is 

changed

After 6 weeks unless 
go-live happens sooner

Tester QA (ie Rob) 
sprint

Project retrospective 
with the team


