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Process planning worksheet 
Step 1: Plan your process. 

Before you communicate with the team you have recruited for your review committee, think through a few 

logistics to ensure you are using their time effectively. 

 

 

How many people should be on your team? How 

will you ensure they represent a variety of 

interests in the district? 

 
 
 
 
 

       

 

 

How would you like the team to compile a list of 

programs? How will you narrow that list to create 

a short list? 

 
 
 
 
 

       

 

 

Which third-party resources would you like the 

team to use to ensure they select a high-quality 

program?  

 
Note: Examples include EdReports.org, the Louisiana 

Department of Education Tier 1 reviews, IMET, and 

EQuIP. 

 

       

 

 

How many in-person meetings will you need to 

explain the process, check on progress, make a 

decision, and prepare for implementation? 

 
 
 
 
 

       

 

 

http://amplify.com/adoptionguide
https://www.edreports.org/
https://www.louisianabelieves.com/academics/ONLINE-INSTRUCTIONAL-MATERIALS-REVIEWS/curricular-resources-annotated-reviews
https://www.louisianabelieves.com/academics/ONLINE-INSTRUCTIONAL-MATERIALS-REVIEWS/curricular-resources-annotated-reviews
https://achievethecore.org/aligned/intro-to-the-imet/
https://www.achieve.org/our-initiatives/equip/equip
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Where will you hold your meetings?  

 
Note: See our Review schedule builder to put 

together a detailed schedule. 

 

 

 

       

 

 

Will your reviews be 100 percent digital? If not, 

where should publishers send review materials?  

 
Note: Most publishers can ship to only one address. 

 

 

 

       

 

 

Will you need to include leaders from other 

departments to make a decision? 

 
 
 
 
 
 

       

 

 

If you are looking at programs with digital 

resources, do you understand your district’s 

technology requirements? 

 
 
 
 
 

       

 

 

Will your decision need to be approved by the 

Board of Education? If so, when do you need 

their approval? What will they need to know? 

 
 
 
 
 

       

 

http://amplify.com/adoptionguide
http://www.amplify.com/review-schedule-builder-pdf
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