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Creating a

Project Agreement
After initial consultations with your host supervisor, faculty and CBE staff, your next step is to develop your Project Agreement.  Here are a few items to consider for inclusion.  Developing your Project Agreement will take some time and consultation, but good planning now ensures a well managed project throughout the year.

· Task List – Indicate all tasks involved with completing your project and estimate the number of hours to complete each task. Please include information from the original proposal as well as information gleaned from the Initial Host Meeting. Also include the recommendations and requirements of your Faculty Supervisor.
· Orientation – Allocate time for learning about the host organization and its mandate.

· Meetings – Schedule meetings with host, professor, colleagues and CBE staff.
· Project Updates – Send brief email or printed updates outlining your challenges and successes. Distribute to all parties on a monthly or even more frequent basis.
· Presentations – Schedule your class presentations. Schedule opportunities to present your research findings to staff and/or board of the host organization.

· CBE Program Celebration Events – Each student project team produces a poster to present at one of the following public events. Details to follow.

· The TCCBE, “Knowledge in Action Forum”  (Friday April 5, 2012) 

· The U-Links “Celebration of Research” (Saturday March 24, 2012) 
· Budget and Costs – Note anticipated expenses.

· Evaluations – Set time aside for CBE and host evaluations.
· Outcomes – Describe the product and other deliverables that you will submit to your host supervisor, professor and CBE staff. 
· Distribution – Describe where, when, how and to whom you will submit the product and other deliverables 

Crucial steps:
· Distribute the draft version of your Project Agreement (PA) to all parties (student, professor, host supervisor and CBE staff) seeking input and suggestions.
· Upon approval of all parties, acquire signatures of all parties on the final version.
· Submit PA to CBE Program staff (make copies for yourself).
· Ensure your Work Education Placement Agreement (WEPA), is complete and submitted to the CBE Program staff.
· Keep in touch, keep up the good work and keep smiling!
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