
Daily Task Tracker  
Manager name:                 Date:           Group: Period:5/7, 6/8, 9/11, 10/12 

 
Contact Information For Student Collaboration 

Name Phone # 
Does the Teammate Have 

a Computer at Home? 

Does this 
Teammate Have 

Internet Access at 
Home? 

What times (after school 
hours) are best for this 

teammate to be working 
on Assignments? 

     

     

     

     

 

Accountability / Communication Log 
Accountability:  
Below is the PROCESS in which your team will go through in order to hold each other accountable for the agreed 
daily tasks.  Demonstrate that the team has taken appropriate steps to intervene (such as documented warnings 
or meeting to discuss concerns) Notify the teacher if the same concerns occur a second time.  
 
Below record the late or missing work a team member has failed to complete by their 1st deadline. Discuss the 
reasons and a plan to help them succeed. If the job is not completed the second time the teacher will intervene. 
Students who are missing work must sign to agree to meeting the 2nd deadline.  
Name List the late unfinished task here 2nd deadline to 

complete late work 
Student signature 

    

    

    

    

Team Concerns  
Each class discuss challenges that arise and write a solution or a plan to solve the problem so you can avoid it 
from occurring again. If there are no problems leave it blank.  
Date, Describe Concerns Describe team strategy to prevent this problem 

  

  

  

 



Manager must complete this log each class to ensure each student is working on tangible (physical) deliverables                 
that will move the project towards completion. It must be specific and measurable. Writing I will support                 
someone is not acceptable. If you plan to work together on something you must provide details of the meeting                   
date, time, and share evidence of both student's contributions during that work time.  
 

Project Management Log 
Action Plan Goal  
Group Members  

To Do List: 
Below list a description of everything your group needs to do to complete the whole project. Cross things off as 
you complete them.  

❏  A sign that says your Action Plan Goal 
❏ A minimum of 10 logos facts (you may need more based on your game, video and infinity cube students 

you can share them verbally or place them on your takeaway item.  
❏ Pathos- a minimum of 10 images and/or stories to support your goal.  
❏ Take away - what is the public taking with them to remember your group’s goal? 
❏ List the supplies to make take away  
❏ Construct the activity (video, wheel spin, craft, Fishing, other?) 
❏ List the supplies for activity 
❏ Set up - what is your station going to look like? 
❏ Supplies for the set up 
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏   
❏  
❏   

 



 
Today’s 

Date 
Specific Measurable Task 
Description. Everything 
that is not completed in 

class is homework.  

Name of who is 
responsible 

Date of 
Next 
class 

period  

Status - write down the status of 
the task 

when 
complete  
Manager 

Initial 
below 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 


