Sample Collaborative Preparation Task List

Learning Session 2

Date:

	Task
	Responsible Party
	Notes
	Date Completed

	LS2 Materials
	
	
	

	Secure additional binders if needed


	
	
	

	Secure copies of all speakers’ presentations


	
	
	

	Secure copies of all other pertinent materials (articles, tools, etc.)
	
	
	

	Include contact information for all faculty and collaborative leadership and participants


	
	
	

	Final review 


	
	
	

	To printer for copy and collation into binders


	
	
	

	LS2 Plenary Session
	
	
	

	Identify faculty for the following sessions:

· Progress to date

· Team sharing

· New clinical update on selected disease

· Community resources

· Accelerating improvement

· 
	
	
	

	LS2 Breakout Sessions
	
	
	

	Identify faculty for the following sessions:

· B1

· B2

· B3

· B4

· B5

· B6

· C1

· C2

· C3

· C4

· C5

· D1

· D2

· D3

· D4


	
	
	

	Identify teams doing interesting work to discuss their efforts in various breakouts


	
	
	

	Provide speaker presentation templates where appropriate


	
	
	

	Set date for speaker materials submission


	
	
	

	Contact teams and step them through format of presentation


	
	
	

	Develop LS2 Agenda


	
	
	

	Leadership team meeting(s) to layout faculty presentations and course of day


	
	
	

	Hotel

· Confirm hotel information

· Block of rooms reserved

· Conference room layout

· Food
	
	
	

	Determine audio-visual needs, easel number, standards, etc. (All rooms must have a microphone)
	
	
	

	Determine room rate for registration form 


	
	
	

	Web Site
	
	
	

	Update web site with LS2 presentation info.


	
	
	

	Miscellaneous
	
	
	

	Select one person to run “check-in” area


	
	
	

	Request teams to bring updated storyboards to LS2 (including copy for us to keep)
	
	
	

	Follow-up on outstanding payments for LS1


	
	
	

	Improvement leader summary


	
	
	

	Create nametags for faculty, staff, attendees and observers
	
	
	

	Create signs for breakout rooms


	
	
	

	Determine status of CME process


	
	
	

	Develop large sign-up sheets for team working sessions (to work with specific faculty member)
	
	
	

	Develop “Faculty Specializations” sheet for use in team sign-up sheets
	
	
	

	Plan faculty dinner before LS and huddle at end of Day 1
	
	
	

	Order carbonless worksheets for organizational team meetings and put into materials binder
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