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Basic Skills Projects: 2012-2013 Timeline & Responsibilities
The following are the establish guidelines for Basic Skills Initiative funded projects as per the Basic Skills Coordinating Committee, and defines who gets what done by when. Earlier timelines are possible given the nature of your work. The goal is to complete one assessment cycle during each fiscal year of funding.
Color Key:

Project Managers (PM)
Fall Assessment Schedule
Research (RIE)
Spring Assessment Schedule
	Responsibility
	Completion Date

	Notification of funding approval for projects
	4th Friday, June

	Consultation:

· If needed, submit Research Request Form to RIE regarding Columns 1, 2, and 3
· Meet with PM to construct Columns 1, 2, and 3.
	4th Friday, September

OR

4th Friday, October

	Completion of Columns 1 (Goals), 2 (Outcomes), and 3 (Assessment Methodology):

· Column 1, 2, and 3 entered into TracDat


	1st Friday, October

OR

1st Friday, November

	Mid-Year Reports for All projects:

· Complete mid-year report

· Request additional funds if needed

· Submit report to Instruction Office, Basic Skills
	1st Friday, March

	Assessment:

· Implementation of Assessment Method
	1st Friday, December

OR

2nd Friday, June

	Data Collection and Submission:

· Collect data

· Transcribe qualitative data for data sets containing 50+ total data points

· Request RIE involvement in Data Collection (e.g., Scanning, Banner)
	3rd Friday, December

OR

3rd Friday, June

	Data Compilation, Analysis, and Review:

· If requested, scan or compile data

· If appropriate, perform statistical measures

· Submit data to PM for review

· If needed, engage RIE in dialogue about questions and concerns
	4th Friday, January

OR

2nd Friday, August

	Completion of Column 4 (Summary of Data):

· Enter Column 4 into TracDat
	1st Friday, February

OR

4th Friday, August

	Completion of 5 (Use of Results):

· Enter Column 5 into TracDat
	3nd Friday, February

OR

2nd Friday, September

	Basic Skills Report:

· RIE compiles all Basic Skills Initiative assessment entered into TracDat
	4th Friday, September


