Events Timeline

April 13th 
(Jen) Deadline to have ALL email addresses for publicizing event

April 14th 
(Jeff) Deadline for Class Website to be up and running

· Blurb on event

· Registration set up

· Automated email response – 

· (1) Email immediately sent to those who RSVP acknowledging receipt of registration

· (2) Email reminder sent out tentatively:  Thurs. April 28th, Thurs. May 5th, Weds. May 11th 
· also send info to Sam Fulwood, Tom Ott, Crain’s Cleveland, WCPN, Cleveland Magazine, Free Times (Michael Gill)
(??) Pretest email registration system before emailing out batch. Check with Caryn Eucker about his too. 



Send out 1st email invite and mail letter to class presenters 

April 12th
Test email registration

April 12th
Website up and running (http://www.clevelandregionalism.com/)

April 12th
Send emails to Jen Porter (jporter@law.csuohio.edu)

April 14th 
(Barb) Reserve computer, 2-mics, 1-podium, panel table w/black cloth, 5-easels


(Akua) Email Tech Crew (Caryn Eucker – x6898)  to see if we can set up a meeting with her on April 18th.

April 21st
(Tiffany, Jen, Akua) distribute power point template

April 18th 
(Akua) Meet with Caryn Eucker about the presentation

April 28th 
(Jeff) Reminder email sent out to those who RSVP’d  (why now and next 

week? Do it then)

(??)
Resend email batch again to first list 



(??)  feedback to Professor about registrations. 



(Roby) Request $50 petty cash for supplies



Get titles from groups for scenarios

April 29th 
(Tiffany, Jenn, Akua) Deadline for class to submit supply request

April 29th
(Tiffany, Jenn, Akua) Purchase supplies (poster board, etc.)

May 3rd 
(Tiffany, Jenn, Akua) Distribute supplies to class



*  Posters, headlines, glue sticks

May 5th
(Jenn) Deadline to order food 



Tentative Menu: (L) Cheese Tray, (L) Fruit Tray, (L) Veggie Platter





   Water for 75 ppl, 3 gallons of fruit punch, Barb will add



                ginger ale/sprite

(Reconsider what Barb said about what people like…)



(Jeff) Reminder email sent out to those who RSVP’d 



Deadline for class to submit info they want in the brochure



( 5 sentence max.  Can be edited for clarity/length.  We’ll double 
                             check with you before going to print

May 5th
Dry Run through of presentation

May 9th
(Tiffany) Thank you letter for those who assisted us should be complete and ready to send out.  Jenn already emailed Tiffany and Akua the CSU letterhead.

· (BARB??) Jack Boyle (x3751) –may cover $200 custodial cost

· Sheila Samuels

· Shari (sending out email to MUPDD Students)

· Susan Petrone (sending email to MUPDD alumnae, College News)

· Kathy Hexter (providing us with the mailing list for Forum)

· Jeff Sugalski (providing us with mailing list for Neighborhood News)
(Tiffany, Jenn, Akua) Deadline for Brochures to be complete (1st draft) 

May 10th 
Print Brochures in Urban Affairs Building 

May 11th  
(Jeff) Reminder email sent out to those who RSVP’d 

May 12th
DAY OF EVENT!!!!!

Registration Table:

· (Jenn) Name tags

· (Akua) Sign-in Sheet

· Brochure

· (Akua) Sign stating “registration” 

· (add: event survey, did you like it, etc)

· thank you letters or emails to all that attended thanking them for “getting in the mix, and hoping to see them soon
