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                                    ECOS Monthly Planning Checklist

Month ____________________
Team Leader __________________

( PURPOSE:  What is the theme/focus for your ECOS work this month? 

( BIG PICTURE GOALS:  In three succinct sentences, describe your goals for planning, meeting, what you will create/do.  

( EXPECTED OUTCOME(S): What are your measures of success?  

( ACTIVITIES FOR THE MONTH: Complete the ECOS Team Planning List. 


ID the significant pieces of work


Sort the list


Decide on the sequence of who does what when

( DATE AND TIME FOR MID-MONTH TEAM MEETING:  Choose a date and time mid-way through the month to check in with each other and ensure everyone is on schedule with the work they planned to do.

         Day___________   Time _____________  Where ________________

( PUT ACTIVITES INTO TIME SLOTS ON YOUR CALENDARS:  Physically schedule the days and time periods that you will do the work your have outlined.  Make sure you schedule ONLY 20 hours per week for ECOS!!!

( COPIES FOR THE TEAM:  Team leader make a copy of this outline and the planning list for each team member AND the ECOS office by monthly planning deadline.  
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