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 Campusalam Event Planning Checklist

Event Title: 
Have I got Muslims for you!


Projected Date: Tuesday 9th February 2010
Location:  Birmingham University



Venue:  Birmingham University Campus
Event Items: 
	Item
	Suggested Date 
	Actual Due Date

(DD/MM/YYYY)
	Owner
	Tick if

Complete

	Finalise date and venue
	14.01.10
	
	
	

	Nominate student panellists
	13.01.10
	
	
	

	Nominate Head of Communications 
	13.01.10
	
	
	

	Nominate Flash POD Coordinator
	13.01.10
	
	
	

	Nominate Promotion Manager
	13.01.10
	
	
	

	Nominate Events Manager
	13.01.10
	
	
	

	Nominate Head of Treasury 
	13.01.10
	
	
	

	
	
	
	
	

	Set a date for Flash Pod Talk on a student Issue
	15.01.10
	
	
	

	Create a Google Spreadsheet to record registrants to event
	15.01.10
	
	
	

	Purchase of a money-box
	16.01.10
	
	
	

	Post online (Facebook, Isoc Website)  with Event Poster
	16.01.10
	
	
	

	Send out 1st Mailshot
	16.01.10
	
	
	

	Begin Tweeting Comedy Tour developments (Send out 2 tweets per week)
	16.01.10
	
	
	

	Set date for 1st Flash PoD Talk
	18.01.10
	
	
	

	Nominate charities for proceeds to go towards
	18.01.10
	
	
	

	Set date for promotion day i.e. postering and handing out flyers
	18.01.10
	
	
	

	Invite charity/charities to attend Comedy Tour
	
	
	
	

	
	
	
	
	

	Promotion Activity: Discussion threads in popular forums
	20.01.10
	
	
	

	Final Comedy Tour Trailer
	28.01.10
	
	
	

	Postering of relevant venues and handing out flyers
	28.01.10
	
	
	

	Hold a flash PoD talk and write it up and post on CS Website
	28.01.10
	
	
	

	
	
	
	
	

	Assign roles for the day (1) Stewards X4 (2) Registration Desk x 4
	01.02.2010
	
	
	

	Orientation for volunteers: stewards/vote counters, facilitators, registration desk
	01.02.2010
	
	
	

	Call venue for final confirmation and requests
	01.02.2010
	
	
	

	Send out 2nd Mailshot and a Text Shot
	01.02.2010
	
	
	

	
	
	
	
	

	Getting and positioning the registration tables
	09.02.2010
	
	
	

	Final orientation for volunteers:  stewards/vote counters, facilitators, registration desk
	09.02.2010
	
	
	

	
	
	
	
	

	After the event
	
	
	
	

	Conduct team evaluation with Campusalam
	12.02.2010
	
	
	

	Write report of the event for the website/ PRESS RELEASE
	12.02.2010
	
	
	

	Upload pictures and videos
	12.02.2010s
	
	
	

	Send personal thank-you emails to all journalists and special guests who may have attended.
	12.02.2010
	
	
	

	Hold 2nd Flash PoD Talk, write-up and blog on CS Website
	16.02.2010
	
	
	

	Forward all monies to relevant charity.
	16.02.2010
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