	Task
	Time
	Volunteers/Staff
	Details

	Before Event

	5:45pm
	
	Unload materials from car; begin arranging tables/overall lay of room

	
	6:15-6:45


	
	Set up info table: arrange brochures and bird skins; arrange items to sell and cashbox; donation box

	
	
	
	Set up welcome table: Sign-in sheet, tattoos, nametags, sandwich board, signage

	
	
	
	Set up greeting/ trivia materials: Arrange clipboards, pens, trivia sheets

	
	
	
	Set up food table: set up water table; food baskets; paper products

	
	
	
	Set up Slideshow: screen, amp, music, microphone

	
	
	
	Set up chair clusters around tables: tape group trivia signs in place

	During Event
	6:45-7:30
	
	Sit at welcome table

	
	
	
	Sit at Info table: info, sales

	
	
	
	Greeter/Distributor: hand out clipboards with trivia/tasting sheets and team trivia bird cards

	
	6:45-8:30
	
	Photography: take pictures of evening

	
	7pm
	
	Introduction: to organization, event and location; float during event

	
	7-8
	
	Coffee Tasting

	
	7:30-8:30
	
	Sit at Info table: info, sales

	
	7:45
	
	Action Item: distribute and explain

	
	7:45-8:45
	
	Team Trivia: divide into groups; announce trivia; keep track of time (use stopwatch)

	
	8pm
	
	Arrange Exit table: goodie bags, basket for action items, donation box

	
	8:45
	
	Wrap-up and Prizes: thank you’s; time for Q & A

	After Event
	9pm
	
	Clean-up and Pack-up


Things to Remember:

Keep close eye on time( make sure things are moving along

Clean-up along the way

Have fun! Participate when possible!

Intro:
· Welcome – thank you to Host
· Intro myself

· Intro to Audubon Chapter
· Northwest Shade Coffee Campaign – mission and recent history

· Introduce

· volunteers (thank you), wave

· Purpose

· Room layout and creature comforts (sales table, info table, bathrooms, etc)

· Schedule

· Transition to location host
Closing: 

· Thank you

· Host, volunteers, guests

· On your way out…

· Donations

· Sales table

· Drop off action cards

· Grab a goodie bag

· Get Involved (visit shadecoffee.org)

