
The Tabletop Exercise that your group completed 
today provides a detailed plan for executing this 
aspect of a comprehensive testing program.

You can use the following slides to clarify your action 
items and to summarize the obstacles and solutions 
you uncovered. These slides can be easily adapted for 
a presentation to the Testing Task Force. 

Action Items Template and Summary 
Document to Present to Task Force 
As of February 15, 2021

NOLA Public Schools



Disclaimer

These materials are preliminary and non-exhaustive and are being made available on a nonexclusive basis solely for information purposes in response to the urgent need for 

measures to address the COVID 19 crisis. They reflect the general insight and may present potential options for consideration based on currently available information, which is 

inherently uncertain and subject to change but do not contain all of the information needed to determine a future course of action. The insights and concepts included in these 

materials have not been validated or independently verified. References to specific products or organizations are solely for illustration and do not constitute any endorsement or 

recommendation. 

These materials do not constitute, and should not be interpreted as, policy, accounting, legal, medical, tax or other regulated advice, or a recommendation on any specific 

course of action. These materials are not a guarantee of results and cannot be relied upon. Future results may differ materially from any statements of expectation, forecasts or 

projections. Particularly in light of rapidly evolving conditions, these materials are provided “as is” without any representation or warranty, and all liability is expressly disclaimed 

for any loss or damage of any kind. The recipient is solely responsible for all of its decisions, use of these materials, and compliance with applicable laws, rules and regulations. 

Consider seeking advice of legal and other relevant certified/licensed experts prior to taking any specific steps.

The Rockefeller Foundation does not guarantee the accuracy, completeness or integrity of the information collected from the secondary data sources and interviewees.  

Further, the information is provided for informational purposes only and is not intended as an endorsement, guidance, recommendations, or advice for any particular product, 

program or policy. Any use or interpretation of or reliance on the information for any purpose, is solely and exclusively the responsibility of the recipients of the information.

THE INFORMATION IS PROVIDED “AS IS”. NO WARRANTY OF ANY KIND IS GIVEN FOR THE INFORMATION UNDER ANY NATIONAL OR INTERNATIONAL LAW, INCLUDING 

WARRANTY AGAINST INFRINGEMENT OF INTELLECTUAL PROPERTY.  THE ROCKEFELLER FOUNDATION expressly disclaims and assumes no responsibility for any losses, 

damages, claims, or other liabilities, including loss of goodwill, revenue, profits, or business interruption, or any consequential, special, indirect, incidental, punitive or exemplary 

loss, including costs of defense or attorneys’ fees, arising out of or relating to use of this information. It is expressly understood that The Rockefeller Foundation, by providing 

this information, has no obligation to update the information or provide additional support or information to the recipient.
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Example: Jessica, Facilities 
Lead

Example: “Contact partners at Sodexho & Aramark to 
distribute testing registration information”

February 28 Yes
No
In progress

Action Items Template
Subgroup: ______________
 

Staff Member / Role Action Item Completed By Complete?

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

X

The follow-up meeting for this subgroup to check progress on action items will take place: _________
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Task Force role: Yes
No
In progress

Action Items Template
Subgroup: ______________ 

Staff Member / Role Action Item Completed By Complete?

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

The follow-up meeting for this subgroup to check progress on action items will take place: _________
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Task Force role: Yes
No
In progress

Action Items Template
Subgroup: ______________
 

Staff Member / Role Action Item Completed By Complete?

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

Task Force role: Yes
No
In progress

The follow-up meeting for this subgroup to check progress on action items will take place: _________
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Summary Document to Present to Task Force (Page 1 of 3)
Subgroup: ______________

Stakeholder NameKey Stakeholders & 
Their Roles

3

4

1

1

4

5

1

Role

 Designing Operational Flow
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Summary Document to Present to Task Force (Page 2 of 3)
Subgroup: ______________

Summary of 
primary obstacles

1. 1

2. 2

3. 3

4. 4

5. 1

Summary of 
strategies to 
overcome 
obstacles

Use this slide to identify the top 3-5 obstacles to 
executing this project and get feedback from the task 
force on your strategies to overcome those ostacles.

1. 1

2. 2

3. 3

4. 4

5. 1
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Summary Document to Present to Task Force (Page 3 of 3)
Subgroup: ______________

Description

Key Decision Points 
and/or Questions 
Requiring Task Force 
Input

Summary of Task:

Timeline for Completion:

1.

2.

3.

4.

5.

Use this slide to identify the questions or 
decision points that need discussion or 
approval from the broader task force.
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Prompting Questions for Task Discussion

After reviewing the prior three pages, the Testing Task Force should discuss it using the following questions as a starting 
place:

• What items are missing? 
• Are there other individuals - either within or outside of the district - who can help?
• How should this information be communicated to schools (if necessary)?
• How should this information be communicated to external stakeholders (if necessary)?
• When will the sub-group offer an update to the task force on completion of these items?
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