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	Task List
	Owner
	Due 

	Patent/abstract Monitoring
	
	

	Book hotel/block of rooms – 
	
	

	Procure shuttle bus services If necessary
	
	

	Banquet  - Date:
	
	

	Lab tour – 
	
	

	Poster boards – reserve email to John Delooper/work order
	
	

	Meeting photo – Elle Starkman
	
	

	Registration announcements
· registration open date:
· registration fee
· abstract due dates:
· Registration page approval
	
	

	Website 
	
	

	Budget – proposals present to P&C Officer Date:
	
	

	Budget discussion with Conference Management Team Member - Svetlana
	
	

	Open RFBA accts
	
	

	Conference Risk form:
	
	

	Meal Justification From:
	
	

	Informal Discussion with Director/Department Head, P&C Officer 
	
	

	Conference support 
	
	

	Monitor Registrations Received
	
	

	Collection of Cash/Checks
	
	

	Monitor Registration Desk
	
	

	VCS Request
	
	



