2 Month Pre-Visit
Topics to be addressed

	
	Lodging & meals at the hotel

	(
	Hotel, restaurant options

	(
	Number of rooms, names of team members

	(
	Plan for breakfasts, dinners

	(
	Meeting room at hotel, cost

	(
	Technology at the hotel

	(
	Direct bill to institution, review costs

	(
	Transportation from hotel to campus

	
	

	
	Technology Arrangements

	(
	Printing capability-Campus & Hotel

	(
	Computers with internet access-Campus & Hotel

	(
	Shredder—on campus

	(
	Copy machine—on campus

	(
	Name and telephone for tech support

	
	

	
	Documents

	(
	Planned date to disseminate documents to team members

	(
	CD, Flash Drive, Paper copies

	(
	Team size agreement/conflict of interest

	
	

	
	Sunday Schedule

	(
	Team’s arrival/lunch

	(
	Orientation to campus, programs, document room

	(
	Poster session

	(
	Interviews? 

	
	

	
	Work on Campus

	(
	Location and organization of document room

	(
	Access to room: Sunday, Monday and Tuesday

	(
	Technology on campus

	(
	Monday-Tuesday lunches

	(
	Snacks-Sunday, Monday, Tuesday, no gifts!

	
	

	
	School site visits

	(
	Times, locations  (Monday afternoon-Tuesday am)

	(
	Transportation

	
	

	
	Interview schedule—Monday and Tuesday

	(
	Candidates (class visits and scheduled interviews)

	(
	Graduates—last 2-3 years

	(
	Field supervisors/master teachers

	(
	Employers—principals, HR directors

	(
	Faculty, staff and administration

	(
	Advisory board members

	(
	Review DRAFT schedule

	
	

	
	Wednesday Schedule

	(
	Report out—tentatively 1pm

	(
	Copy of report—printing/distribution

	(
	Presentation to COA—date and time


