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	03-01 BUILD CHECKLIST 
Multimedia Team



	 PAGE BREAKDOWN

	
	Do a breakdown of page development and estimate times for each page using the Page Breakdown sheet

	
	Estimate delivery time and date based on the sheet, and inform the ISD / PM of your estimates

	

	BUILD

	
	Complete development of all pages / components

	
	Are all source files inside the _source folder?

	
	Have all unnecessary files in the course structure been removed?

	
	Fill out actual times per page / component on the Page Breakdown sheet

	

	QA (self review)

	
	Run the course and review each page

	
	Are all pages loading

	
	Are all the elements / changes present as specified in the storyboard / edits

	
	Are all the graphics acceptable in quality standard

	
	Are all the images not overly compressed

	
	Are there any obvious typographical errors

	

	QA (assigned reviewer / ISD)

	
	Notify reviewer course is ready for review

	
	Provide them with a link to the build and a link to where the edits should be entered

	

	DELIVER VERSION

	
	Upload version to delivery location

	
	Email distribution list (CC Team Lead)

	

	TO BE COMPLETED DURING THE DEVELOPMENT PHASE
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