[bookmark: _Hlk76743093]ACHIEVE COLLEGE INTERNSHIPS (ACI) – WEEKLY CHECK-IN TEMPLATE
	

	DATE: 
	
	TIME:
	
	PARTICIPANTS:
	

	PREVIOUS MEETING: 
	
	NEXT MEETING:
	

	WEEKLY OBJECTIVES:
	   <EXAMPLES:>
· Complete first stage of Major Summer Project 1
· Assist with preparing for department special event 
· Focus on looking for additional tasks when own work is done

	Previous Action items
	Person(s) 
responsible
	DUE BY
	update/Notes

	<EXAMPLES:>
Complete online onboarding modules
	Michael
	7/15
	
Completed 7/14.

	Arrange informational interview with Jamie
	Michael & Makayla
	7/16
	Emailed Jamil 7/15; waiting for response.

	[bookmark: _Int_EwxwQOiy]Create draft of spreadsheet to track employer outcomes by undergrad and MBA alma mater
	Michael
	7/19
	Identified data sources 7/19 and will create spreadsheet template this week.

	
	
	
	

	
	
	
	

	[bookmark: MinuteTopicSection]AGENDA ITEM
	UPDATES/NOTES

	Review Previously Assigned Action Items
	

	Review Tasks Where Most Time Was Spent Last Week
	

	Work Plan Item 1
	


	Work Plan Item 2
	


	Work Plan Item 3
	


	Skills Development
	Skills Learned or Demonstrated Last Week:


	
	Skills to Focus on This Week: 


	Professional Development Opportunities
	

	How Can I Help?
	


	Next Steps Review
	


	[bookmark: MinuteActionItems]Assigned Next Steps
	[bookmark: MinutePersonResponsible]Person(s) 
responsible
	[bookmark: MinuteDeadline]DUE BY
	update/Notes

	[bookmark: _Int_luUEcKZ3]<EXAMPLES:> Create draft of spreadsheet to track employer outcomes by undergrad and MBA alma mater
	Michael
	7/22
	

	[bookmark: _Int_CdKzAdHe]Follow up with Jamil if he doesn’t respond about informational interview
	Michael & Makayla
	7/22
	

	Meet with Fatuma about planning department special event
	Michael
	7/23
	

	
	
	
	

	
	
	
	

	
	
	
	

	PARKING LOT ITEM
	DESCRIPTION
	TAKE UP WHEN:

	
	[bookmark: _Int_hWAazrEQ][Use this section for items that come up during the check-in but should be revisited later—they don’t need attention this coming week.]
	

	<EXAMPLES:> 
Clinic Job Shadowing
	Arrange a time for Michael to spend a day job shadowing in one of our clinics
	Final week of July

	
	
	

	
	
	



