Project Planning Worksheet 

[This is a draft of a format for creating a project management worksheet. It is for review and discussion and revisions are expected.]

Instructor, Course, Department Identification Information

____________________________________________________________________________________________

	Major Milestones 
	Targeted Dates
	Progress - Comments and Special Needs

	Online Course Technology Training

[obtain ETC training on how to upload course files, functions of areas and navigation in the online course platform]


	
	

	Instructional Design Consultation
[provide course materials to CET consultant for review and study; with CET consultant, work up individual plan of priorities for online design and development of course; complete this “Project Planning Worksheet” and start “Course Map” – customize additional support needs; plan schedule for weekly meetings with CET staff]


	
	

	Complete Course Map for One Topic/Objective of the Course
[plan resources, activities, assignments for online work, outside study, including foci of discussions, methods of assessment, grading, groups, interactions-plan online support materials, directions, select media]


	
	

	Complete Course Map for Remaining Topics/Objectives

[plan remaining topics/objectives for course schedule, flesh-out discussions for best engagement and interaction, plan method for monitoring, reviewing, and giving feedback and reviews on discussions]


	
	

	Develop Supplemental Materials

Examples:

· Links to Instructor Home Page

· Links to Associations/Professional Organizations

· Case Studies or Problem Sets for Use in Discussions/Assignments

· Criteria and Rubrics for Special Projects

· Group Assignments, Roles, and Electronic Peer Evaluation

· Peer Assignments, Roles, and Exchanges

· Specialized Internet Links


	
	

	Plan for Media Options

Examples include:

· Introductory/welcome video script

· Identifying a few “big ideas”/major themes for course

· Alternatives to PPT, or if PPT, then audio scripting needs/drafting

· Photos for web welcome or to support “big ideas” or text files for “lecture notes” or outlines

· Instructor’s Web Page with links
	
	

	Plan Course Management Materials

· Web Welcome

· Introductory “Warmth” or “Getting to Know You” Assignment integrating basic online operations needed for being successful with technology

· Course Policies (online office, virtual office hours, points or grading for discussions, communication protocols such as posting and reply dates/times, emphasis for academic/intellectual integrity standards specific to course as well as institutional policy)

· Discussion Posting and Reply Guidelines

· Assignment Preparation and Submission Guidelines

· Announcements and Emails for Anticipated Events

· Test Items/Quizzes/Exams [Guidelines and Respondus]

· Test Schedule, Directions, Procedures

· Evaluation Items and Schedule [Formative]

· Directions to Students about their Software Needs

· Any Special Directions for E-Library Use
	
	

	Request Online Course Site [ETC]
	
	

	Request Copyright Clearances [as needed]
	
	

	Schedule Production Needs [web page development, scanning, audio, video, photos, file format changes]
	
	

	Schedule Respondus Training [for test/quiz development and linking to course site]
	
	

	Upload Course Files to Online Course Site
	
	

	Check Readiness & Pilot Operation of Online Course Site
	
	

	Plan Proctored Exams [as needed]
	
	

	Prepare Showcase Presentation [August]
	
	


	Getting Started
	Targeted Dates
	Progress - Comments and Special Needs

	Name of Learning Modules
	
	Use worksheet # 1

	Welcome page to students
	
	

	Schedule for entire course
	
	

	Introduction instructions
	
	

	Syllabus
	
	

	Links to professional organizations
	
	

	Links to general resources at GSU
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Single Learning Module 
	Target Dates
	Your Comments
	Completed

(

	Instructional Material Handouts


	
	
	

	What materials do you want to make available to your students in Vista?


	
	
	

	Copyright clearances
	
	
	

	Scan images (ETC)
	
	
	

	Scan text (ETC)
	
	
	

	Web resources
	
	
	

	References to text passages
	
	
	

	Rubrics
	
	
	

	Overview Page

· Title

· Goal Statement

· Objective Statement(s)
	
	Overview page available as HTML templates.

Use worksheet # 4
	

	How will you arrange content in the Learning Module?
	
	Use worksheet # 2
	

	What instructional strategies will you employ in the learning Module?
	
	Use worksheet # 3
	

	How will you instruct the students to work through this Learning Module as outlined on worksheet # 2? 
	
	Use worksheet # 4 (Be very explicit, but very concise.)
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