
MADISON READS LEOPOLD | UW-Madison Arboretum
Event Planning Timeline


October (5 months ahead):
· Reserve space for event.

December (3 months ahead):
· Decide on program and activities
· Choose essays (a few seasonal from ASCA, a few Land Ethic, a few additional authors)
· Make up print materials: Bookmarks, flyers, etc.
· Make communications plan with Comms Manager (print? Social media? Newsletter?)

January (2 months ahead):
· Contact past readers – date letter Jan. 11th (AL’s birthday); reply date = Feb. 1. This is mostly E-mail, with a few snail/phone contacts.
· Recruit new readers
· Remind bookstore manager to stock ASCA and other Leopold items, and to be open all day
· Contact Madison Urban Ministry for publicizing to churches

Week of Feb. 1 (1 month ahead):
· Write press release; distribute widely to neighborhoods, community orgs, bookstores, coffee shops, etc.
· Assign readings to readers, send confirmation emails and instructions. Ask for confirmation of participation.

Week of Feb. 15 (2 weeks ahead):
· Continue promoting event

Week of event:
· Print programs; stuff and fold (ask receptionists)
· Make name tags for readers and volunteers 
· Order refreshments
· Coordinate with volunteer helpers, if using
· Make any needed table signs, podium sign, etc. if not already done
· Write up opening/closing remarks
· Send final reminders email to reader

Day before event:
· Fine-tune room and lobby setup
· Stuff and fold programs, if not already done
· Assemble name tags 
· Set out books, other in-room displays

Day of event:
· Put out snacks
· Set out read-along ASCA copies
· SCA copy on bench
· Pitcher of water and cups on table behind podium
· Relax and go with the flow…
