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Career Pathway Plan of Study
Meeting Preparation Check List
	Item
	Status
	Completed

	Prior to the Day:
	
	

	Secure facility with contract (Fridays are convenient for most postsecondary faculty)
	
	

	Send “Save the Date” message to all potential participants
	
	

	Email registration form* to CTE Directors
	
	

	Email registration form* to colleges
	
	

	Arrange for facilitators
	
	

	Email agenda*, directions and map to participants and facilitators
	
	

	Create packets to include (one for each school participating):
	
	

	Folder Labels
	
	

	Agenda*
	
	

	Competencies
	
	

	List of attendees
	
	

	Certificates*
	
	

	Evaluations*
	
	

	CPPOS
	
	

	Articulation/RS*
	
	

	Round Robin Assignments*
	
	

	Flash Drives – CPPOSs loaded
	
	

	Name Tags
	
	

	Brochures
	
	

	Tent cards for participating schools
	
	

	Facilitator Follow-up Sheets*
	
	

	For the Day of the Meeting:
	
	

	Extension cords
	
	

	Computer, projector and other equipment as needed
	
	

	Arrange for Continental Breakfast and Lunch
	
	

	Water
	
	

	Tablecloths
	
	

	Travel Reimbursement forms**
	
	

	Assure flash drive is loaded with all CPPOS docs created and can be opened by facilitator before teams leave
	
	

	Post CPPOS Meeting Day:
	
	

	Thank-you to facilitators
	
	

	Thank you to participants
	
	

	Begin Follow-up Work***
	
	


*Sample included in the Appendix
** Not to be advertised  - only available to participants with special circumstances  ie: adjunct faculty.

*** Process described in the Appendix


