LOP, Sep 18th 


	Admin

	No.
	Item Description 
	Responsible
	Severity
	Actions 
	Status
	Due date

	1 
	Team structure/ details
	GC
	
	· 8/8 Change VP Plant Tour to VP Public Relations
· 3/8 Rophina appointed as the VP Finance

· 24/7 Form the “sponsorship team” from AG, LY, JS, PC

	Ongoing
	

	2
	Sponsorship team 
	S. Team
	High
	· Team meets on 9/10 to send out applications  
· 21/8 LY finished the Telephone and Email scripts Ensure that 

· 15/8 S. Team to generate a list of 30 sponsors to approach  

· WM to follow up with Chrysler, Ford, GM and Magna for sponsorship applications 

	Ongoing
	

	3 
	Finance
	RL
	
	
	Ongoing
	

	3a
	Expense Reimbursement Guidelines
	RL, GC
	Med
	· RL to brief team on guidelines; GC to upload guidelines to TIG
· 10/9 RL developed guidelines to expense reimbursement and authorization

· 
	Open
	18/9

	3b
	SAC Funding
	RL, WM
	Very High
	· GC to confirm with SA, UTSU that we are affiliated

· WM to work with RL to apply for funding from SAC


	Open
	2/10

	3c
	MIE Funding
	WM, RL
	Med
	· WM and RL to meet with Geoffrey @ MIE
· 12/9 GC confirmed details on how to reimburse from MIE

· 30/8 Obtained $1000 budget from Sinclair


	Open
	

	4
	Approaching Companies 
	Team
	
	· Team to update and upload a spreadsheet of its own listing out the details, status, actions for companies that they are following up

	Ongoing
	

	5
	Website
	GS
	High
	· WM to work with GS to tweak website contents

· GS to contact Beno for 1) portfolio 2) Faculty Advisor Message for our website

· 30/9 Home and About SME section completed
· 21/8 Team to input website contents 

	Ongoing
	25/9

25/9

	6
	Logo, Banner
	RL
	Very High
	· RL completed banner


	Closed
	

	7
	Team building and development
	GC
	
	· WM to develop and introduce team-feedback system 
· 18/8 Team development took place 


	Ongoing
	Mid Oct

	8
	SME mother chapter
	AS
	
	AS to upate team on past SME Toronto meeting

AS to be the contact person between us and Howard @ SME TO

19/ 07 GC contacted Ken @ SME TO


	Ongoing
	

	Membership Drive

	No.
	Item Description 
	Responsible
	Severity
	Actions 
	Status
	Due date

	1
	Clubs’ Day
	Team
	High
	· GC to type up physical list of members


	Closed
	

	1a 
	Clubs’ Day
	Team 
	High 
	· GC to type up physical list of members


	Closed
	

	1b
	BBQ #1
	JS
	High
	· JS to Debrief team

· 7/8 JS booked us for barbecue in the 2nd week of school  


	Ongoing
	

	1c
	Plant Tour #1
	CC
	Very High
	· Catherine to update team on logistics and promotions 
· 12/9 Booth duties setup for 19, 21, 24/9 11-2pm 


	Ongoing
	

	1d
	Welcoming Night
	AS 
	High
	· AS to update team on speaker, program, budget, and promotions

· 12/9 AS postponed event to 2/10


	Ongoing
	

	2
	Internal (school) Media publication 
	AG
	High
	· AG to submit a blurb about UTSME to Cannon (2nd edition), budget should be below $50 

· 24/7 decided that we will be publishing twice per year

	Open
	25/9


	3 
	Newsletters
	
	Medium
	· 6/9 Initiative will be reviewed on early Nov


	Closed
	

	6
	Admin
	WM
	Medium
	· 12/9 Locker obtained at MC building #42 

	Open
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