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Project Plan
Purpose of the Summit: Implement first major public engagement event; provide linkages to professional development; assess states’ needs in policy and economic areas with regard to International Ed
	Day of Summit – September 18 BEFORE
	Who
	Time

	· Bring all supplies to HUB
- packets (Grace)
- nametags (Grace)
- on-site registration forms (Grace)
- signs (Michele)
- boxes for forms (Michele)
- registration contact forms (Michele)
- food for Resource Fair (Michele)
	Michele, Grace
	8:00 am at Loading Dock

	· Post signs in HUB and breakout rooms
	volunteer
	8:15 am

	· Set up VCR for video 
	Michael
	8:15 am

	· Check sound equipment
- mikes in ballroom
- sound system
- other?  (other rooms?)
	Michael
	8:15 am

	· Check ballroom setup
- main table (# of chairs)
- round tables: maps, candy, Where do we go from here? forms
	Michele

volunteer
	8:15 am

	· Check volunteer assignments
	Grace, Michele
	8:30 am

	· Set up Refreshment tables
- coffee, tea
	Starbucks
	8:35 am

	· Set up Registration table
	Grace
	8:35 am

	· Check Resource table area
- help early groups set up
	Nancy
	8:35 am

	· Start Global Sound CD
(plus live music for Registration?)
	Global Sound CD
	8:45 am

	· Registration opens
- with helpers
	Grace
	8:45 am

	· UBS sets up table with books for sale
	UBS
	8:45 am

	· Sound checks with mikes
	Michael

Grace, Natalya
	9:05 am


	Day of Summit – September 18 DURING
	Who/Where
	Time

	· Start video
	Michael
	9:17 am

	· Student Opening
	Grace Wang,

Students from OneWorld Now!
	9:30 am

	· Lunch delivery
	Loading Dock (Uwajimaya)
	11:30 am

	· Announce lunch
	Michele
	12:00 pm

	· Transition to Session #2
	Michele
	1:15  pm

	· Summit closes
- remind about “Where do we go” piece
- update Contact sheet and decide about involvement
- exit Ballroom quickly (or move to north-end)
	Dave 
HUB Ballroom
	2:45 pm

	· Set up Refreshments
- leftover Starbucks?
- Food from Costco
	HUB Ballroom
	3:00 pm

	· Set up Resource Fair 
- set up tables and displays
	WAC in HUB Ballroom
	3:00 pm

	· Resource Fair opens
	WAC in HUB Ballroom
	3:30 pm


COMPLETE

	Task
	Resources
	Est. Date
	Actual 
Date

	Week of September 8
	
	
	

	· Send draft of policy piece to Nancy WAC for review
	Nancy, Michele, Kristin
	Sep 8
	Sep 8

	· Arrange for assembling packets
	Hamilton?
(Sue)
	Sep 8
	Sep 11

	· Confirm bentos with Uwajimaya
- make-up of bentos
- veggie bentos (30%)
- final cost per
- confirm date for final count
	Toshi
	Sep 8
	Sep 9

	· Confirm schedule with all presenters and technology needs (by email)
	Michele
	Sep 8
	Sep 9

	· Identify Tech Crew (sound person)
	Michael North
	Sep 8
	Sep 9

	· Confirm Starbucks for coffee, tea
- 8:45 am
- 3:00 pm
	Starbucks
	Sep 9
	Sep 11

	· Check on Global Sound CD
	Global Sound contact
	Sep 9
	Sep 9

	· Arrange for other food
- water (Toshi for lunch) 
- pick up snacks from Costco
	Michele
_________
	Sep 9
	Sep 9

	· Get final version of Where do we go from here?
	David W
	Sep 10
	Sep 10

	· Revise policy piece and submit for graphic design
	Michele, Richard Thornton
	Sep 13
	Sep 12

	· Get final arrangements at HUB
	HUB Res
	Sep 12
	Sep 12




	Week of September 8
	
	
	

	· Draft evaluation, contact form using mail merge, on-site registration
	Michele
	Sep 13
	Sept 13

	· Organize volunteers for Summit
- Registration
- Handing out packets
- Room monitors
- Food
- Coalition table
- Collect Summit forms)
	Michele
	Sep 13
	Sept 14

	· Review Summit opening with students
	Michele, Kristin, Grace Wang,

OneWorld student
	Sep 13
	Sept 14

	· Get food at Costco?
- candy for breakout sessions?
- napkins?
- little bowls?
- table cloths?
	Michele, Costco
	Sep 13
	Sept 17

	· Draft signs for Summit
- for breakout rooms
- for input?
- Summit HUB Ballroom signs to post
	Michele
	Sep 14
	Sept 17

	· Design opening session to make it interactive. Decide on props.
	Michele
	Sep 14
	Sept 15

	· Get supplies at Office Depot
- pens for tables?
	Michele, Office Depot
	Sep 14
	--


	Task
	Resources
	Est. Date
	Actual 
Date

	Week of September 15
	
	
	

	· Get policy piece to World Affairs Council for printing
	WAC, Nancy
Michele


	Sep 15
	Sept 16

	· Print for packet:
- Where Do We Go From Here
- MLA language piece (at LLC?)
- web home page with Coalition mission?
	Ram printing
Michele
	Sep 15
	Sept 15

	· Confirm final arrangements with HUB
	Nancy, Mary, Michele, LLC, HUB
	Sep 16
	Sept 15

	· Print final Summit Schedule
	Ram printing
Michele
	Sep 16
	Sept 16

	· Get packet materials gathered from Asia Society
	Grace
	Sep 16
	Sept 16

	· Get packet materials from iEarn
	Kristi
	Sep 16
	Sept 16

	· Get photocopies of James Banks article from Hamilton
	Sue R
	Sep 16
	Sept 16

	· Pick up Peechees from UBS 
	UBS
Michele
	Sep 16
	Sept 16

	· Update registration DB and print out name tags
	Michele, Grace
	Sep 16
	Sept 17

	· Assemble packets at LLC
	LLC
	Sep 16   7 pm
	Sept 16

	· Give Uwajimaya final count for bentos
	Uwajimaya
	Sep 17 am
	Sept 17

	· Pick up final food from Costco
	Michele?
	Sep 17
	Sept 17

	· Final update of registration DB and print out any additional name tags
	Michele, Grace
	Sep 17
	Sept 17
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