ILC LET WORKSHOP – FEBRUARY 8-11, 2006


	
	TOPIC
	ACTION TO 
BE TAKEN
	PERSON IN CHARGE 
	STATUS

	1
	Dates of the workshop
	· New Dates: April 26-27-28, 2006
· FZ has to send an e-mail 
	· Frank Zimmermannn
	Tbc.

	2
	Conference rooms
	· AB Auditorium booked by MM. 

· MM to book the 6-2-002

· MM to book the 6-2-004
	· Muriel Macchi 
	In progress 

	3
	Local Organizing Committee 
	· Site Web to be updated
	· Carlos Pinto-Pereira 

· Bernard Mouton
	Tbc. 

	4
	International Program Committee Members
	· FZ+LR are going to make suggestions to the invitees. 

· Who is given the talk;

· The topic of the talk. 
	· Frank Zimmermann 
· Louis Rinolfi 
	Tbc.

	5
	Program for the topics and numbers of sessions 
	· MCG works on the Agenda 
	· Marie-Christine Guirao
	In progress

	6
	Program of the visits 

(CLIC, CTF3, LHC, …)
	· Atlas visit on Thursday PM 

· To be organized by MCG

· CLIC; CTF3; LHC, visits to be organized by MM. 
	· Marie-Christine Guirao

· Muriel Macchi
	Tbc. 

In progress 

	7
	Web Pages
	· To be discussed with CPP, FZ, LR
	· Carlos Pinto-Pereira
	Tbc.

	8
	Logo of the Workshop
	· FZ to check with Japan 

· Emphasize on Positrons and Posipoles. 
	· Carlos Pinto-Pereira
	In progress

	9
	List of delegates participating to the Workshop 
	· List generated by Indico 

· MCG to check with CPP
	· Marie-Christine Guirao
	Tbc. 

	10
	Hotel Booking
	· 50 rooms have been booked with CERN HOSTEL.
· MM ask for 1 extra night; 25 people – check-out April 29 instead 
· MM ask for price
	· Muriel Macchi 
	Tbc. 


	
	TOPIC
	ACTION TO 
BE TAKEN
	PERSON IN
CHARGE 
	STATUS

	11
	Contact for all travel matters
	· Contact to be communicated to participants: 
· Marie-Christine Guirao

· Muriel Macchi 
	· Louis Rinolfi  to inform participants
	Tbc.

	12
	Intendance for Coffee breaks
	· Ask  Ron Forest for the budget code 
· MCG take care of it and ask for vouchers
	· Marie-Christine Guirao
	Tbc. 

	13
	Organization of the Dinner
	· Date: tbc 
· Time: tbc

· Venue: tbc 
	· Marie-Christine Guirao
· Muriel Macchi 
	Tbc. 

	14
	Photography of the Workshop Attendees
	· Contact Maximilien Brice  
	· Muriel Macchi  
	Tbc.

	15
	Proceedings of the Workshop (?)
	· Committee has to ask participants to do a presentation, and then a written summary after the workshop is over. 
	· Louis Rinolfi 
· Frank Zimmermann 
	Tbc.

	16
	Invitation’s letters 
	· MM to write Invitation Letter and W.P.
· MM to check with Helene Haller which country needs to apply for a visa; 

· FZ to communicate participants list to MM
	· Muriel Macchi 

· Muriel Macchi

· Frank Zimmermann 
	Tbd. 
Tbd. 

Tbd. 



	17
	Badges - Security
	· MCH will take care of issuing the badges

      -      MCH will hand over a list to the guards 
	· Marie-Christine Guirao
	Tbc.

	18
	Welcome 
	· Building 33; MCG to check with Mr. Bertolaz

      -      MCH will hand over a list to the guards
	· Marie-Christine Guirao
	Tbc. 



	19
	Shuttle
	· To be organized by MCG
	· Marie Christine Guirao


	Tbc.

	19
	Distribution Lists (LOC, POC, General) 
	
	
	Tbd.

	20 
	Inscriptions
	· On the WEB site, through Indico; MCG to check with CP.
	· Marie Christine Guirao 
	Tbd. 
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