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	Task/

Project
	Priority Due Date
	Assigned

To
	Date

Assigned
	Status/Remarks



	1
	Identify all career information team members


	15 July 03


	CCC
	24 June 03


	

	2
	Identify and trained all required command personnel in CDTC. 
	21 Dec 03
	CCC
	24 June 03
	

	3
	Hold first Career Development Team meeting starting with the dept career counselors and then division career counselors.


	15 July 03
	CCC
	24 June 03


	

	4


	CO designate all CC’s in writing


	31 Oct 03


	CCC
	24 June 03


	

	5
	Develop and submit to CO a mandatory monthly meeting & training schedule for Dept & Division Career Counselors 


	15 Jul 03
	CCC
	24 June 03


	

	6


	Update and submit to Dept & Division Career Counselors all due & overdue CDB’s 


	31 Jul 03
	CCC
	24 June 03


	

	7
	Organize, update, and streamline all office processes and procedures using Microsoft Office  

Provide better communications with BUPERS utilizing all means 


	31 Jul 03
	CCC
	24 June 03


	

	8
	Develop and submit a Commanding Officer’s monthly career development team meeting schedule for all officers and E-7 and above personnel


	31 Jul 03
	CCC
	24 June 03


	

	9
	Develop and submit a quarterly internal Dept/div career information program assessment schedule


	31 Sep 03
	CCC
	24 June 03


	

	10
	Provide written CO/XO/Dept Head feedback upon completion of internal dept/div assessments during monthly CO’s Career Development Team meeting
	1 Nov 03
	CCC
	24 June 03


	

	11
	Develop a tracking process to ensure all request coming through the Career Development Office are processed in a timely manner.


	31 Jul 03
	CCC
	24 June 03


	

	12


	Implement the Super JAZZ.  We are required to have this new system on-line.  It is mandatory all commands 
	30 Nov 03
	CCC
	7 July 03
	

	13
	Schedule and carry out the annual internal command Career Development Program Diagnostic
	31 Aug 03
	CCC
	24 June 03


	

	14
	Identify all 9588’s 9585’s, 9502’s & 9508’S personnel to assist in implementation of the Career Development Program


	15 Jul 03
	CCC
	24 June 03


	

	15


	The Command Sponsor Program looking for a New coordinator

to bring the program back on track and up to date.
	31 Aug 03
	CMC
	24 June 03
	


