
	Milestones
	Project Lead Checklist

	Completed/Notes

	Development Team
	Identify development team members

Set up regular meetings with Course Development Team (CDT)

Forward CAFE workshops to CDT or schedule alternate workshops with CAFE
	

	Curriculum Development
	Review Program of Study and CVS Application

Order textbooks for Course Development Team

Identify specialized space or lab space needs and forward to MRP


	

	Timeline - Resources
	Establish timelines for resource allocation and development 
· Learning (e.g. develop learning object, hybrid)
· Human (e.g. identify course developers)
· Physical (including specialized space, software, lab space)
	

	Consultation
	Consultation with internal and external groups
	

	
	· Existing course outlines 
	

	
	· Program areas for sharing space, equipment or other resources  
	

	
	· General education compliance
	

	
	· Administrative Support (e.g. set up meeting space, collate resources)
	

	
	· Central Scheduling (timetable)
	

	
	· Establish partnerships (e.g. field placements)
	

	Curriculum
	Establish critical curriculum components
	

	
	· Program of study
	

	
	· Co and pre-requisites 
	

	
	· Course descriptions
	

	
	· Program guide
	

	
	· Textbooks ordered
	

	
	· Program policies
	

	
	· Program Advisory Committee (establish meeting dates)
	

	
	· PLAR 
	

	
	· Guest speakers/Field Trips
	

	
	· Delivery method (online, hybrid, in class)
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