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Work Plan 

	Volunteer Coordination 
· Create list of volunteer roles

· Maintain list of volunteers 

· Communicate with volunteers and confirm participation
· Ensure that volunteers are aware of their responsibilities 


	Champion:

Support:
Gail Quinn



	Speaker /  Facilitator Coordination 
· Maintain list of facilitators and speakers (Donna Petersen, Bill Little, Shannon Staub)

· Coordinate development of informational materials for facilitators

· Communicate with facilitators and confirm participation

 
	Champion:



	Facility
· Ensure that contract with Chelsea Center is approved 

· Ensure that deposit, rental payment, and liability insurance are paid in a timely manner and on schedule 

· Work with Richard Keller (of the Chelsea Center) to establish the floor plan 

· Learn how the Chelsea Center microphones work. On the day of the event, help the speakers with microphones. 

	Champion:



	Marketing  
· Work with Dianne Shipley, Health Department Public Information Officer, to ensure that market materials and press releases are distributed 

· Review all marketing materials
· Solicit input from sponsors   


	Champion:



	Invitations 

· Oversee development of invitations 

· Work with partners, sponsors to develop invitee list 

	Champion:

Kari Ellingstad

	Food / Beverages 
· Includes: coffee, boxed lunch, and bottled water 

· Work with caterer (most likely Horsefeathers) to create healthy boxed lunch 
· Interface with caterers to coordinate delivery of coffee and boxed lunches
· Ensure that coffee is set up on the day of the event  
· Work with volunteers to distribute boxed lunches on the day of the event 

	Champion:

Heather Schafer

	Materials / Supplies 
· Develop list of materials needed for the Interactive (i.e. Sharpies, dots, table covers, etc.)
· Coordinate purchase of needed materials 
· Ensure materials are at the event site – and where they should be – on the day of the event (i.e. table clothes on tables, signage in place)
	Champion:

Karen Wilkinson

	Website 
· Review website content and make suggestions for additions, improvements  

· 
	Champion:



	Mini-Grants 
Oversee development of mini-grant application process (including application, guidelines, eligibility, evaluation criteria, review team)
	Champion:

Jennifer Tucker

	Registration 
· Coordinate registration on the day of event. 

· Make sure volunteers are available to help sign people in and give instructions. 

· Oversee production of name tags (for participants, speakers, facilitators and volunteers) 
· Ensure that name-tags, participant, and folders lists are available. 

	Champion:

Jennifer Storch

	Informational Materials Registration 

· Each participant will receive a folder with materials (agenda, collaboration compact, best practices, etc.) 

· The champion should coordinate the assembly of materials and ensure that the folders are at the registration table on the day of the event. 


	

	Tools to Support Community Collaborations to Improve Health
· Ensure that all “tools” are reviewed, ready to be used, and clearly communicated
· Tools include: the Collaboration Compact, Idea Inventory (to be created after the event), Mini-grants, Blog, B3

	Champion:

Kari Ellingstad

	
	

	
	


