Team to do list 
	
	Task 
	Complete?

	
	Finalize and schedule an initial meeting over zoom with the presentation team
	

	
	Schedule a second in-person meeting (DC) at the beginning of September (content must be completed and ready by September 3rd)
	

	
	Review online course materials and resources – And write a blurb to Ellen detailing what needs to be changed in the online course so they can be built out
	

	
	Discuss and make updates to team agendas 

	

	
	Discuss and make updates to PPTs (after finalizing the agenda and materials)

	

	
	
	

	
	
	



