	Milestones
	Project Lead Responsibilities Checklist

	Completed/Notes

	Development Team
	Identify development team members

Set up regular meetings with Course Development Team (CDT)

Notify CDT of  CAFE workshops dates or schedule alternate workshops with CAFE
	

	Resources
	Review Program of Study and CVS Application

Order textbooks for Course Development Team

Identify specialized space or lab space needs and forward to MRP

Review existing courses to be included in new courses/program

Identify existing resources or equipment to be included in new program
	

	Curriculum
	Develop draft Course Learning Outcomes for new program (this should be done with entire Development Team)

Delegate to CDT members who is to revise existing and create new course outlines using draft Course Learning Outcomes for new program

Determine co and pre-requisites

Provide Course Developers with CO required elements (refer to timeline plan for list)

Identify 3 General Education courses for 2 or 3 year programs (note: these courses must be approved by Gen Ed Committee prior to finalizing Program of Study)

Meet with CAFE staff for hybrid courses or learning object development (if needed)

Review Course Outlines with CAFE staff prior to finalizing
	

	Space Consultation
	Contact other program teams regarding sharing space, equipment or other resources  

Contact Central Scheduling  regarding timetable (note: submit any special requests a minimum of 6 months prior to course start)
	

	Other
	Develop Program Guide
Arrange Field Placements
Submit Textbooks order for Bookstore
Establish Program policies
Establish Program Advisory Committee 
Determine which courses are eligible for PLAR 
Arrange Guest speakers/Field Trips
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