T​​​​imeline
Thursday – gail goes to look at b lobby furniture and do chair count of rooms we’re using; doublecheck with food
Friday – meeting at 1:30, do walk through of B and of entire day

Friday – Jenny will bring décor to Anne’s office

Sunday – EM setup, decorations taken over by Anne – she’ll be there on Sunday to help w/setup + computers for overflow rooms

Monday (B1105 available all day, B1107 available at 3pm, B2105 available at 3pm)

Dress code for staff and volunteers: black top and jeans
12pm – B lobby available for setup – ask Facilities to move lobby furniture
1pm: Anne, Gail, Jenny, Jana, Scott, Bobby meet at B lobby; EM will already be there

2pm – speakers arrive, sign release forms – how can we make them feel welcome? Tell them green room is B2105. they can lock stuff in b1107 cabinets or put near sink in b1105. Anne will find out from Dave where to put stuff.
2pm-3pm – power point, mics for speakers

2pm – registration tables ready to go (extra laptop – Anne has this) 
2:30pm – volunteers meet at B lobby, get room teams, locations, and roles (room monitors, cake cutters, setup- same as monitors, cleanup-2 per room, registration), get nametags
3pm – volunteers disperse and move tables/set up chairs; grad students trained on EM

3pm – chairs and garbage cans delivered to B lobby, A lobby, and C lobby
3pm – food tables will have linens

3:30pm – everything should be ready to go!! Everyone in position.
3:30pm – tables setup

5 or 5:15pm – food will start to setup

6pm – food will be ready

6:15pm – Reception

7pm – clean up volunteers show up to B lobby – Jenny will tell them where to go and what to do and how to configure; Anne’s program cleans A1107 for “after party”; tablers take down tables.
Nametags
staff/volunteer: hanging nametags with TEDx logo (all staff, all of Anne’s class, and grad student helpers)
Attendees: plain sticky nametag

Volunteer manager

Jenny

Registration manager

Gail

Sharpies, computers, name lists, nametags

Signage to get people to B1105

Food order

Registration staff: Erin, Anne, Jen, 2 of Anne’s students.

Photographer

Jana

Scott’s talk

Acknowledge people watching in other rooms, off campus, and on other campuses, including Grays Harbor College.  

Announce how many people we have here on campus.

