CIPA II Meeting Minutes for August 25, 2008

Present:  Shannon McCann, Pimol Moth, Tito Polo, Andy Newton, Jesse Cude, Brooke Haag
Preparation for the Internship Symposium

a) Receive updates on:

· planners for gifts: Purchased by Shannon

· commitment from Andy Kreyche for abstracts: 

Action Item: Shannon will work with student worker on making the abstracts.  

guest list and emails: Pimol sent them to Andy and Michaela.  Possibly invite Jack 
Baskin to the symposium?
· Action Item: Pimol will send a revised guest list with confirmation of attendance next week.

· Action Item: We need to send a final headcount for the dinner to Mike Cunnane by next Wednesday.  So the guests should RSVP by next Tuesday.

· Action Item: Michaela will show grant team sample name tags and certificates.
b) Go over duties for Tito: A/V and facilities
c) Determine process and timeline for completion of abstract booklets and invitations to guests

· Action Item: Shannon will work on abstract booklets and finish by next Tuesday (September 2nd).  250 copies will be printed.
· Action Item: Andy will send invitations this week and request RSVP by next Tuesday
· Action Item: Jesse will ask Ricky to submit an abstract
d) Determine detailed preliminary agenda and logistics of Symposium
· Shannon has sent out a rough draft of the agenda for the Symposium.  

Action item: We will review it during the meeting on Friday at 4:00pm.

· Chante will be the timekeeper with Brooke as a backup.

· Shannon will be the MC.

· Action Item: Speakers need to be informed that they will be requested to talk.  Andy will let them know of this.

· Need welcome tables at the talks and the dinner.


Action Item: Tito will reserve the tables.

e) Discussion of film crew from NASA-CIPA

· Pimol has sent the rough agenda to Alicia.  

· Pimol has sent an email to Alison to help coordinate the schedule for the film crew at NPS.
· Action Item: Alicia will contact the people on the list to work out good times for having the film crew meet with them.  
· Action Item:  Pimol will meet with Alicia to discuss in more detail.
f) Next steps 

· Meet in M2 at 4:00pm on Friday
· Student Power Point practice sessions: 


Friday, August 29th , 2:00-4:00pm


Wednesday, September 3rd, 1-3pm


Friday, September 5th, 2:00-5:00pm 


Action Item: Tito will reserve the room for this.
