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Audiobook Production Calendar with
Preset Dates

HOW TO IMPORT YOUR



This is a comprehensive calendar for your audiobook production. It contains
all of the important dates from start to finish. This document shows you
step-by-step how to download and import your calendar, customize your
dates and set reminders. 

Introduction:
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How to Import Your Audiobook
Production Calendar

Step 1: Download the File

This calendar template includes all key milestones and deadlines for
your audiobook production project with Kelly Jean (Emily Rose). 

Option 1: Import to Google Calendar

1.Download the Audiobook-Production-Calendar-Template.ics file to
your computer. 

2.Open Google Calendar
3.Click the gear icon > Settings
4.Click “Import & Export” in the left sidebar
5.Click “Select file from your computer”
6.Choose the downloaded .ics file
7.Select which calendar to add event to
8.Click “Import”

Option 2: Import to Outlook

1.Download the Audiobook-Production-Calendar-Template.ics file to
your computer. 

2.Open Outlook
3.Go to File > Open & Export > Import/Export
4.Select “Import and iCalendar (.ics) or vCalendar file”
5.Browse to the downloaded file
6.Click “Import”
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Option 3: Import to Apple Calendar (Mac/iPhone)

1.Download the Audiobook-Production-Calendar-Template.ics file to
your computer. 

2.Double-click the file
3.Calendar will open automatically
4.Click “Add” to import all events
5.Events will appear in your default calendar

Customizing Your Dates

The template uses sample dates. To adjust for your actual project: 

1.After importing find the “Project Start” event
2.Move it to your actual start date
3.Select all audiobook events
4.Drag them together to maintain the timeline spacing,

OR manually adjust each event to match your confirmed timeline. 

Setting Reminders

The dates should have reminders on them already, but here are
recommended reminders:

Voice Sample Review: 1 day before
Milestone Check-ins: 1 day before
Review Deadline 3 days before AND 1 day before
Final Approval: 1 day before
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To Add Reminders

1.Chick on any event
2.Click “Edit event”
3.Add notification/reminder
4.Choose timing (1 day before, etc)
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kellyjeantaylor.com
connect@kellyjeantaylor.com

© 2025 Kelly Jean Audiobook Narration
All Rights Reserved

This checklist/sheet is provided as a courtesy to help authors in the process
of producing their audiobook. 

For complete terms, pricing, and contract information, please visit:
kellyjeantaylor.com/services

or Have Questions?
Need Help

Don’t stress! I’m here to guide you through every step. Just email me or fill out
the contact form and I’ll do my best to assist you as you progress forward. 

Same goes for any questions you may have. Just email or use the contact
form and I'll get back to you as soon as I can.  
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