
Gantt Chart showing time line of events for Premises Registration 2009

Project Lead: Registration Department

Today's Date: 06/04/2009 (vertical red line)

[42] Start Date: 13/10/2008 0
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annual registrastion of 

premises Registration Department 13/10/2008 31/03/2009 170 100% 116 170 0

1.1

annual registration form 

reviewed Registration department 13/10/2008 29/10/2009 17 100% 13 17 0

1.2 content of form reviewed Registration department 13/10/2008 29/10/2009 17 100% 13 17 0

1.3

presentation of form 

reviewed Tracy 13/10/2008 29/10/2009 17 100% 13 17 0

1.4 consult with solicitors Brendan 26/10/2008 29/10/2009 4 100% 4 4 0

1.5 add fee details Finance 27/10/2008 28/10/2008 1 100% 1 1 0

1.6

develop format with 

printers Tracy 29/10/2008 18/11/2008 21 100% 14 21 0

1.7

road test with a sample 

of registrants Tracy 30/10/2008 10/11/2008 11 100% 8 11 0

1.8

produce a mail merge to 

complete forms Tracy 23/10/2008 23/10/2008 1 100% 1 1 0

1.9 Add DD details Admin 28/10/2008 28/10/2008 1 100% 1 1 0

1.10 add sage invoice Admin 27/10/2008 28/10/2008 2 100% 2 2 0

1.11 mail form to pharmacy Admin 18/11/2008 18/11/2008 1 100% 1 1 0

1.12

record date retention 

form received Tracy 27/11/2008 31/03/2009 125 100% 70 125 0

1.13

contact premises to 

establish missing data Tracy 31/12/2008 31/03/2009 91 100% 63 91 0

1.14

record date completed 

retention forms received Tracy 27/11/2008 26/03/2009 125 100% 86 125 0

1.15

payment processed and 

recorded Andrea 27/11/2008 26/03/2009 125 100% 86 125 0

1.16

record date retention 

form completed Tracy 27/11/2008 31/10/2009 125 100% 70 125 0
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All forms 

(537) mailed 

by 

18/11/2008 Statutory reminder to premises 

(27)who have not paid on 

31/01/2009
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