
 

ACTION ITEMS 
 

TEAM:  23 Clean Room 

 
Due Date:  
Monday, April 1st, 2019 5:00pm 
 
The following are the Action Items from last week: 
 

Team Member: Katie Hoffman 

Action Item Date Due Date 
Completed Result/Proof of Completion 

Finished Hardware Review 
2 Summary 

March 29, 
2019 

March 29, 
2019 

Worked on and finished HR 2 Summary with team 

Went to Mayorga’s to 
Place the Steel frame 
order 

March 28, 
2019 

March 26, 
2019 

Went to Mayorga’s to place the steel order for the room’s 
frame. Appendix A. 

Had HR2 meeting with 
Oman . 

March 26, 
2019 

March 26, 
2019 

The team met with Oman for HR2. 

Worked on Poster  April 1, 2019 March 27, 
2019 

Worked on the Poster. The team can see my edits.  

Worked on the Operations 
Manual 

April 1, 2019  March 27, 
2019 

Worked on the Operation Manual The team can see my 
edits. 

Did Peer Eval 2 March 30, 
2019 

April 1, 2019 Unfortunately couldn’t do the Peer evals till Mon. Turned 
in. 

 

Team Member: Daniel Marquez 

Action Item Date Due Date 
Completed Result/Proof of Completion 

Talked to Becker on 
meeting for lab 

Apr 1, 2019 Mar 28, 
2019 

Came up with a date that worked and was able to meet 
with him 

Started and Finished HR2  Apr 1, 2019 Mar 26, 2019 Met with Dr.Oman and showed the progress with our 
hood and room 

Picked up steel Material 
from mayorgas 

Apr 1, 2019 Mar 28, 2019 Talked to Katie and informed me mayorga had all the 
steel ready. 
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Dropped off Hood Frame 
to Becker’s Lab 

Apr 1, 2019 Mar 28, 2019 The hood frame was dropped off to his lab in order to 
assemble and test the hood in his lab 

 
 

Team Member: Hannah Reed 

Action Item Date Due Date 
Completed Result/Proof of Completion 

Finished Hardware review 
2 

Mar. 29, 
2019 

Mar. 29, 2019 Worked on as a team and submitted to bblearn. 

Completed Peer 
evaluation 2 

Mar. 31, 
2019 

Apr. 1, 2019 Completed excel file and turned into bblearn. 

Help with symposium 
poster 

Apr. 1, 2019 ~~ Was not completed. 

 
 
 
The following are the Action Items for next week: 

Team Member Action Items Date Due 

Katie Hoffman 1. Work on Poster ( approx. 3 hours)  
2. Work on Operations Manual ( approx. 3 hours) 
3. Meet with Hannah to assemble the hood (approx. 2 hours)  

1. April 5, 2019 
2. April 5, 2019 
3. April 4, 2019 

 

Daniel Marquez 1. Work on Draft  (2hrs) 
2. Work on Poster (4 Hr)  
3. Start Welding steel  (10  hrs) 

1. Apr 8, 2019 
2. Apr 8, 2019 
3. Apr 8, 2019 

Hannah Reed 1. Help with the Operation manual draft (2hr) 
2. Help with poster (2hr) 
3. Complete hood assembly and move to Becker's lab (2hr) 

1. Apr. 5, 2019 
2. Apr. 5, 2019 
3. Apr. 8, 2019 
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Appendix 
 
Appendix A 
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Appendix B 

 
 
Appendix C 
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Appendix D 

 
 
Appendix E 
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