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Meeting Minutes #
DATE: March 4 2025
TIME: 60 mins
LOCATION: 1A18

	Meeting called by
	Bashu

	Type of meeting
	Biweekly Meeting

	Minutes taken by
	Sara

	List of attendees
	Bashu, Sara, Parvaneh, Asutosh, Anukul

	List of absentees
	N/A

	Excuses
	

	Agenda
	1. Update and planning of E3MT 2025 competition

	Content
	
· Operations – Prior to Event 
· Order 3 large coffee and gift cards from Tims (Bashu)
· 35 of $10
· 6 of $20 
· Prepare all certificates with the frames (Parvaneh & Sara)
· Grab mugs, bags from the bookstore day before the event (Parvaneh & Anukul)
· Print executives name for nameplate (Anukul) 
· Contact with the host (Sara)
· Update handbook with agenda (Sara)
· Contact to Mike for the projector 1 day before (Bashu)
·  Judging spreadsheet
· Judges will email Asutosh their completed spreadsheets
· Create separate spreadsheet to sum totals (Asutosh)
· SWAG Gift assembling on the morning of the event (All executives)
· Got 29 pairs of socks from Lori for participants
· Email to Judges (Asutosh)
· Map
· Parking arrangements 
· Handbook 
· Rubric (state they need to bring a laptop) 
· Email to Keynote Speakers (Bashu)
· Map
· Parking arrangements
· Agenda
· Email to Participants (Sara)
· Handbook with agenda 
· Email to faculty and students (Sara)
· Formal invite 
· Handbook 
· Compilation of powerpoints (Anukul)
· Printing of pages saying Library is reserved (Sara)
· Place on tables on Friday
 
· Handover of certificates, prizes to speakers, judges and winners by Dr. Soltan and Bashu
· Operations – Day of 
· Set up/take down – all executives be there (9am)
· Get cart from Deans office
· Get the projector from Mike (Bashu)
· MC – Kiranbir Kaur  
· Print the agenda (Sara)
· Pick up people from parking (Parvaneh)
· Masterslide control (Anukul will bring laptop)
· Receive Pizza (Asutosh)
· Photos – Volunteer (Gopesh)
· Counting judges' votes (Asutosh & Sara)
· Write winners name on the certificate
· Registration (Asutosh & Sara)
· Printing of participants name for their signature (Sara)


	
	Next Meeting: Friday, March 7 at 9 am in the library
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