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Before day of meeting:
Mary—continue communications with Rene Craig about room. Will keep program committee updated.
Lisa—email vendors.
Jill—recycles and updates seed swap envelopes Mary—send draft meeting schedule to steering committee and ask for 2 volunteers to help with set up/tear down Mary(?)—work with communications and website gurus to  share hashtag for RAO and SAA. 
Rachel(?)—see above. Do these actions overlap with Idea Bar activities? If so, maybe you can take them on.
Rachel—work on offsite presence for Idea Bar and work with Greg to promote through website Jean(!)—sign with SAA and RAO hastags and signs for booths with presentation title and booth number. I am envisioning a little bedazzlement!—if you like.  :-) Mary—send Doodle for wrap up conference call about a week after the annual meeting Mary—bring some extra markers and tape. Lisa asked vendors to bring their own but I will bring some extra, just in case.
Mary—scope out meeting room when I get to DC on Tuesday

Just before meeting:
Mary, Lisa, and others (TBD)—set up and break down. How much of this we need to do is still being determined. Rene Craig will let us know.  Will update program committee when I know. 
Jean—will you be there to help with set up and tear down? 

During meeting:
Mary—Marketplace instructions and time keeping. 
Lisa—can you help me with time keeping and meeting management in general?
Mary, Jean, Lisa—general keeping an eye out during the meeting to make sure that things are running smoothly.

After meeting:
Jill—collect seed swap envelopes and mail to Rachel. Also send her spreadsheet used last year to adapt if she wants to collate information from the seed swap Program committee (all plus Jill if she wants)—program wrap up a week or so afterward.
Rachel—survey created and distributed, results analyzed and distributed
 

