Event_______________________________________________________________

Date of event____________

8 weeks before event______________

· Steering Committee discussion/planning

· Subcommittee form (3+ suggested)

· Identify other Leaguers to become active

· Brainstorm article to generate interest

· Create box info for Bulletin, published 8X per year

· Point person confirms in letter participants’ role—expectations, speaking time, how questions will be raised, timing, etc

4 weeks before event______________

· Prepare article.  Subject line LWV

· 2nd set of eyes, proof the article

· Town calendar (town website)

· assign responsibilities for day-of-event, involve new members

3 weeks before____________________

· Establish contact with editors MacDonald and Connelly; how articles will be submitted from Winchester League; expectation of confirmation

· Submit event listing to Daily Times, Winchester Star, WinCAM, library’s Town Calendar ASAP (Star: eight days before first Thursday to run mandatory)

2 weeks before___________________

· confirm that article and calendar items appear

10 days before___________________

· Post flyers around town  

K'Bloom 

Library (go to Research librarian)

Sovereign Bank on Church St (at ATM machine)

Carlson R/E on Church St

Winchester Drug

Book Ends

CVS

Dunkin Donuts/ ToGos (next to Citizens Bk downtown)

Stems

La Patisserie (interior hallway - not a great spot)

Tech Nail (manicure salon across street from La Pat)

Stop N Shop nr entrance

Quick Mart on Washington Street

Town Pantry

Fells Hardware

D'Agostino's

Anderson's Framing

Nelson's Bakery

Milady Tailors

Mailboxes

Citizen's Bank

Town Hall

Jenks Center

A + R Decorating Center 

· Send email to membership

· Send postcards to non-email members

1 week before event

· point person re-confirms speakers and location

Day of event

· WinCAM set-up?


Point person: Brenda Johnson

· Room set up (is the expectation that room will be restored to pre-event set-up—custodian check if necessary)


Speaker’s podium, panelist’s table and chairs, audience chairs


Speaker system


Placards for panelists, water bottles


Name tags, League information, League banner


Signs outside door


Index cards and pencils for audience questions if needed


Refreshments if included

· Greeters: welcome, name tags, refreshments

1 week post event________________

· Send thank you notes to participants and any non-League contributors

· Point person writes up blurb after event to become part of annual report

