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	Timelines/Presentation Planning Document


	Place your library logo here


Use this document to plan your research agenda and nominate responsibility for each team member. Include this planning document in your Accountability Portfolio.

	Research Task
	Responsibility
	Date Due

	
	
	

	
	
	

	
	
	

	
	
	


	Presentation Planning Document


	Place your school/library graphic here


Use this planning document to plan your final presentation agenda and nominate responsibility to each team member. Include this in the Accountability Portfolio as well.

	Presentation Task
	Responsibility
	Date Due

	Oral Presentation

· Local Government Functions and Structure

· Individual Interaction with Internal and External Customers

· General Occupational Health and Safety Requirements

· Local Government Policies and Procedures
	
	

	Visual Aid

PowerPoint/Poster/Chart/Web presentation


	
	

	Written Report

· Local Government Functions and Structure

· Individual Interaction with Internal and External Customers

· General Occupational Health and Safety Requirements

· Local Government Policies and Procedures
	
	

	Accountability Portfolio

· Meeting Schedule

· Research Timelines

· Minutes of meetings

· Notes by individual team members
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