	Task
	Description
	Item
	Person
	Status

	1
	Main Speaker
	Invite Alex Matthiessen or John Lipscomb 
	Harry
	

	
	
	Leaders:  Ellen Macnow, Frances Rodriguez, Shino
	DW, Harry
	

	2
	Breakout 
	Write up each session
	
	

	
	
	Leaders
	Ellen & Harry, Paul & Ludger, Chauncy & Joyce
	

	
	
	Facilitators
	
	

	
	
	Reporters
	MLC, CTF, ?
	

	3
	Tables
	Keep List
	IC
	

	
	
	Interns set up
	Intern
	

	4
	Slides
	BP show on HR History
	Jane/Paula
	

	5
	Media
	Press
	KA
	

	6
	Flyer/Postcard
	Print, Label and Mail
	MLC
	b

	
	
	Photo due on Wed 2-25
	
	

	7
	Next Working Group Meeting
	Set up dates for meetings for May and June
	
	

	8
	Day of Event
	Program to hand out
	
	

	
	
	BOA Maps for Breakout, Large maps for Auditorium
	KA call Hilary
	

	9
	Food
	Caterer notified
	Jane
	b

	10
	Grant
	Con Ed agreed
	
	b

	11
	Next Meeting
	March 5 at 4 pm Manhattan College, 3840 Corlear, Rm 203
	Walter
	b

	
	
	
	
	


