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	Program of Events
	
	

	
	
	trivia sheet / coffee tasting sheet (50)
	Print two sets of cards
	

	
	
	Sign-in sheet (8)
	
	

	
	
	Bird team cards  (50)
	
	

	
	
	Table tents (5)
	
	

	
	
	pictures (trivia peripherals)
	Logos
	

	
	
	action item 
	print and prepare sample display
	

	
	
	prizes 
	Team prizes, quick challenge prizes, gift for host
	

	
	
	Schedule/Program of events for organizers
	Print and finalize, with announcements and thank-yous 
	

	
	
	
	
	

	
	
	
	
	

	
	
	Materials needed
	
	

	
	
	Paper products for snacks
	Plates/Napkins
	

	
	
	Snacks
	
	

	
	
	6 green tablecloths
	
	

	
	
	Baskets for food
	
	

	
	
	Chocolate
	
	

	
	
	Tea, stirrers, sugar
	
	

	
	
	Computer/Projector/Screen
	
	

	
	
	Microphone
	
	

	
	
	Amp
	
	

	
	
	brochures/display for info table (and tattoos)
	About Northwest Shade Coffee Campaign and local Audubon
	

	
	
	Bird skins
	
	

	
	
	Items to sell?
	
	

	
	
	Petty cash box
	
	

	
	
	Merchandise sales form
	
	

	
	
	Foam core boards
	
	

	
	
	Foam core board stands
	
	

	
	
	name tags for Campaign Volunteers
	
	

	
	
	Attendee nametags
	
	

	
	
	Easel 
	
	

	
	
	Butcher paper for scoring trivia
	
	

	
	
	Paper shopping bags (goodie bags)
	
	

	
	
	stopwatch
	
	

	
	
	Music CD’s
	
	

	
	
	CD player
	
	

	
	
	sandwich board with very simple welcome sign
	
	

	
	
	clipboards
	
	

	
	
	pens /markers
	
	

	
	
	Slideshow on USB drive
	
	

	
	
	Reserve camera, laptop, projector, screen
	
	

	
	
	
	
	

	
	
	donation box with sign
	
	

	
	
	Wrapping paper
	
	

	
	
	Thank you for Host
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Room/Caffe Setup
	
	

	
	
	Set up display table with brochures/skins
	
	

	
	
	Set up welcome table (sign-in sheet, tattoos, trivia clipboards, signage, sandwich board)
	Tasks: sign in, make nametag, take clipboard with trivia sheet, grab a pencil
	

	
	
	Set up Food Tables/Water (hot and cold)
	
	

	
	
	Set up Slideshow/screen/amp/music
	
	

	
	
	Set up chair clusters around a few tables
	Tape group trivia signs in place
	

	
	
	
	
	


