Meeting 2/21
Carlie
· Helped Shepherd with 440 Exam 2 and 3
· Grading for 203
· Grading for 441
Stephanie
· Linked In Assignment
· EPAFs
· Convocation
· Purchasing training
· Book orders
· Candy purchasing 
· Gift bags
· Scheduling for LM
· Ambassador apps 
· Grad student PW
Liz
· Research for O’Dwyer
· Organize supplies 
Ann-Marie
· Cleaned CTE
· Cleaned check out closet
· [bookmark: _GoBack]Cleaned office closet
Alex:
· Still working on restructuring of meeting minutes throughout entire HMS website
· Fixed plotter in HMS-S computer lab
· Fixed color printer in HMS-S 108
· Finished setting up Dr. Perrit’s newly formatted laptop
· Scanned Mrs. Bridwell’s computer for viruses – will be scanning student computers as well
· Fixed Dr. Kang’s speaker issue
· Fixed Dr. Kang’s printing issue
· Began surplus of old tech equipment – plotter from EDAN 123, CTE printers, etc.
· Started creating our unofficial inventory to tag equipment that is not officially tagged by the university – webcams, microphones, etc.
· Tested all CTE printers to determine what equipment we can still use


