Helpful Tips:
*
Identify special needs for data early in the year to allow time to research and compilation.

*
Contact the Administrative Assistant in the Administrative Services Office for organization charts.
*
Former and current team chairs can be helpful resources.  They will tell you about the importance of assembling a good team consisting of people who are willing to work and share the tasks associated with producing a quality program review.  Many have found it useful to keep the team to a manageable size (4 to 6 people); the larger the team, the harder it may be to schedule meetings and reach agreements on assignments, etc.

*
Don’t hesitate to ask questions and get clarifications.

*
Team chairs can gain insight by attending the program review public forum presentations.

*
If some members of the team are occasionally unable to attend team meeting, e-mail can be used to keep them updated and is also useful as a means of getting a good cross-section of input.

*
Once you have started entering information on the program review form, always make a back-up copy!

*
Be prepared for occasional miscommunications and “bumps in the road.”

*
Start early and do little pieces along the way.
