Stewardship Network Huron Arbor Cluster

Event Coordinator Task Timeline

Event Date: ________       Event Title: _______________________________________

Location_____________  Presenter(s)_______________________ Coordinator: ____________________

______Six weeks prior to event:

   (date) You:    FORMCHECKBOX 
Contact presenter(s) and Stewardship Network (via email preferred) to confirm event and date
 You:
 FORMCHECKBOX 
Confirm location reservation and location details


 SN:
 FORMCHECKBOX 
Prepare press release


 SN:
 FORMCHECKBOX 
Prepare workshop flyer


 SN:
 FORMCHECKBOX 
Send press release to planning committee member responsible for press releases (Ann Arbor Observer deadline is the 10th of each month) (2008 Lisa Brush)

______Month prior to event:


  (date)
You:
 FORMCHECKBOX 
Get event flyers from SN office and distribute to appropriate venues 


(see attached list for ideas)


You:
 FORMCHECKBOX 
Send e-copy of flyer to raisintoast@umich.edu to post in Manchester


SN:
 FORMCHECKBOX 
Send event announcement to Huron Arbor Cluster email list 

______Three weeks before:

  (date)
You:
 FORMCHECKBOX 
Coordinate materials with presenter (e.g. handouts, samples, supplies, equipment)

______Two weeks before: 

  (date)
SN:
 FORMCHECKBOX 
Send event announcement to Huron Arbor Cluster email list


SN:
 FORMCHECKBOX 
Send event coordinator registration tally

______Week before:

  (date)
SN:
 FORMCHECKBOX 
Send event announcement to Huron Arbor Cluster email list


SN:
 FORMCHECKBOX 
Send event coordinator registration tally

You:
 FORMCHECKBOX 
Check registration with the Stewardship Network

You:
 FORMCHECKBOX 
Conduct any last minute event specific publicity (e.g. check flyers, encourage friends to attend)


You:
 FORMCHECKBOX 
Get Workshop Support Materials Briefcase from SN office (contains SN informational brochures, sign-in sheet, name tag tape, evaluation forms, “thank you” post cards)
______Day before

  (date)
SN:
 FORMCHECKBOX 
Email event coordinator sign-in sheet

______Day of

  (date)
You:
 FORMCHECKBOX 
Post direction signs if necessary (SN has laminated arrows available)


You:
 FORMCHECKBOX 
Actually Use Workshop Material Briefcase


You:
 FORMCHECKBOX 
Collect outstanding payments


You:
 FORMCHECKBOX 
Distribute Evaluation to participants

______Week after

  (date)
SN:
 FORMCHECKBOX 
Send event coordinator ‘SN Role in Planning’ evaluation


SN:
 FORMCHECKBOX 
Enter payments and day of registrant info into system

You:
 FORMCHECKBOX 
Send out ‘thank you’ postcards to presenter and venue (in SN briefcase)


You:
 FORMCHECKBOX 
Return Bin to SN office


You:
 FORMCHECKBOX 
Provide SN office the payments and day of registrant info

You:
 FORMCHECKBOX 
Take down flyers

Suggested Locations for Flyer Delivery 

Downtown

Campus

Dana Bldg – SNRE   (above mailboxes)
Kraus Natural Sciences Bldg   (EEB, opposite room 2039)
Exhibit Museums   (by elevator) 
CC Little   (Geology lounge)
Student Union (by front desk, also possibly lounges)
Michigan League   (by Beanster or downstairs)
UGLI Library   (by entrance) 

Kerrytown
People’s Food Coop/ Café Verde   (by bathrooms)
Kerrytown Shops   (by elevator)
Zingerman’s Next Door   (upstairs)
General
Ann Arbor District Library   (circulation desk)
Crazy Wisdom Bookstore

Shaman Drum Bookstore

Border’s Books   (front checkout)
Leslie Science Center
City Canoe Liveries (if applicable)

REI

Bivouac

Moosejaw

West Side
Big City Small World Bakery

YMCA

North/East Side
NEW Center

Nichols Arboretum and / or Matthaei Botanical Gardens

WCC Student Center (approval required by Career Office)
Whole Foods

Ypsilanti
EMU - Biology Dept, 3rd floor (in the hall)

Ypsilanti District Library   (downtown branch and Whitaker Rd)
Bombadil’s Coffee Shop

Ugly Mug Coffee Shop

Ypsilanti Food Co-op

Dexter

Dexter Bakery                           Lighthouse Café

Bear Claw Coffee                      Foggy Bottom Coffeehouse
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