TASK FORCE CREATION GUIDELINES
In order to become a fully-functioning, recognized ad-hoc committee (Task Force) of the Medical Student Council, your group must accomplish a number of things before the next meeting of the Task Forces for Change group.

1. Your task force must create an ad-hoc “constitution” – no more than 1 page in length – which identifies (a) who will make up the membership of the task force, (b) the goal or mission of your task force, and (c) how, initially, you plan to carry out / complete the mission of your task force.

2. Your task force must select an “organizer,” someone who will be responsible for setting up the meeting dates and locations of your task force and for arranging Polycom / teleconferencing facilities if needed.

3. Your task force must select a “secretary,” someone who will be responsible for keeping the meeting minutes and for keeping a running log of the progress made by your task force.  They are also responsible for recording attendance at meetings.  The secretary will report to the full Medical Student Council on the progress of the task force.

4. Your task force should hold its first meeting within the next 2-4 weeks.  Meetings may be electronic (conducted online via email conversations) or in-person with Polycom teleconference support for those individuals located off-campus.  Be prepared to select your organizer and secretary at this first meeting.  They may be the same individual if you choose.

5. Your task force should begin work towards accomplishing its goals.  Students should select roles, seek positions of responsibility within the organization, and work as a team towards investigating the focus of the group and identifying potential solutions / changes that will yield improvement.

If you require assistance, the MSC is here to help.  Don’t know who to contact in beginning your research of the problem?  Don’t know where to start looking for solutions?  The MSC Officers are here to help!  Email us.  We can help arrange meetings with administrators, get you the right email addresses to contact, and even address the administration on your task force’s behalf (or accompany you when addressing the administration) in order to make sure things go smoothly.

Remember – no red tape!  If you feel like bureaucracy is getting in the way of getting things done, TELL US ABOUT IT.  We will cut through the red tape on your behalf if at all possible.

Thank you for all of your hard work, and good luck!
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