Policy Committee Tasks Check List
Summer 2007 Meeting

16 – 17 July 2007
Boulder, Colorado
	Task
	Completion Date

	
	
	Jo
	Ginger

	
	
	
	

	
	
	
	

	Agenda
	
	
	

	Call for Agenda Items
	June 16
	(
	

	Set Agenda
	July 6
	( and Mohan
	

	Format Agenda
	July 5
	(
	

	

	Committee Travel E-mail
	May 7
	
	(

	Verify attendance (members and reps)
	July 2
	(
	

	Status report e-mail
	June 18
	
	(

	Compile status reports
	July 2
	
	(

	Table of contents
	July 8
	
	(

	Organize Notebook Materials
	July 10
	(
	

	Map notebook materials
	July 10
	(
	(

	Send to copy center
	July 10
	
	(

	FedExp (w/ Tickets)
	July 10
	
	(

	

	Nametags 
	??
	
	(

	Lodging Contract
	May 11
	
	(

	Flight arrangements completed
	June 11
	
	(

	Catering arrangements completed
	July  1
	
	(

	Notebook logistics section
	July 11
	
	(

	Dinner reservations
	July 2
	
	(


Divide TOC differently: insert “agenda items” in second column, so it goes: Agenda, Administrative items, Status Reports, Agenda Items, Other documents

