


PREVIEW DAY PLANNING
Communication 
· ___ Block off counselor calendars with plenty of time for preparation (4-6 weeks out) 
· ___ Update Rough Draft Agenda and email to LAH, Pres, Turcotte, ACs, Security, Dr. Barlow, Mike/Joy (4-6 weeks out)
· ___ Email Rough Draft Agenda to Student Life and highlight when we’re saying the tailgate will begin (4-6 weeks out)
· ___ Website: Put dates & agenda up as early as possible. Registration capability. (Kyle) (4-6 weeks out)
· ___ Mail packets (Clarke Communications) (4-6 weeks out)
· ___ Mass email (Kyle) (4-6 weeks out)
· ___ Telecounselor phone calls (Kyle) (4-6 weeks out)
· ___ Marquee headliner (4-6 weeks out if possible)
· ___ Email Scokerboe & Turcotte about PH Farms and make sure there is a plan to communicate w/ students interested in coming to PHF (4-6 weeks out)
· ___ Email Dr. Barlow about the Cadaver Lab tour times (4 weeks out)
· ___ Contact Bookstore, Daniel Howard & Caitlin Price to ensure they will be open (4-6 weeks out)
· ___ Contact Mike Warren for building access and parking detail & Mac Culpepper for unlocking buildings (4-6 weeks out)
· ___ Request that I.T. makes the wifi guest password something related to Preview Day (2-4 weeks out)
· ___ Finalize Agenda w/ all specifics and email to all involved (1-2 weeks out)
· ___ Email Missa Turman the PD visitor Football ticket example (1-2 weeks out)
· ___ Email students interested in PHF more details about visiting or give PHF leaders/coaches the emails of those interested so that they can reach out (1-2 weeks out)
· ___ Disperse campus-wide email notifying all staff/faculty/students of the event.  Attach agenda. (Mon - week of)

Set Ups/Food Services 
· ___ Contact Laura Ann Hoffman to reserve all desired locations and A/V Needs (4-6 weeks out)
· ___ Give her registrant count before the event. (Mon - week of)
· ___ Schedule A/V run through with Paul Pruitt & Student Worker (Mon - week of)
· ___ Contact Joy Ainsworth/Mike Prince to reserve meal dates/times/locations
· ___ Determine menus (1 week before or when they send it to us)
· ___ Give registrant count to Laura Ann (__1 ½ weeks before & __ Wednesday before)
· ___ Give registrant count to Joy/Mike several days before the event (__1 ½ weeks before & __ Thurs before by noon)
· ___ Put in Physical Plant Web Submission to get the Preview Day Banner Hung up on the columns of B.C.R. (2 weeks out)
· ___Have Admissions tent ready to go on Patio Stage w/ T-shirt and money bag

The Line-up 
· ___ Plan the Agenda
· Contact speakers and confirm engagements (___4-6 weeks before AND the ___ week of)
· ___ Dr. Thompson (contact Shelia Carpenter)
· ___ Dr. Turcotte
· ___ Faculty Panel
· ___ - ________________
· ___ - ________________
· ___ - ________________
· ___ - ________________
· ___ Parent Talk 
· ___ - November 2019 – Matt & Shea Williams
· ___ Student Welcome (2), Student Devo (1), Student Panel (4) – Scout Sponsors Assign this
· ___ Finalize Agenda (Austin) & Print (week of)
· ___ Get intro/bios for Parents Speaking
· ___ Get football (fall) or baseball (spring) guys to come on stage to invite people to the game (1-2 weeks out)

Entertainment
· ___Music for Anderson – charge iPad (1-2 days before)
· Update Pre-Program and Session Slideshows - Austin (completed for proofreading 1 week out)
· ___ Go through w/ Austin to discuss what needs to be updated
· ___ If we’re putting videos in the slideshow, find someone (Student Brian Hanna who works for Paul Pruitt is awesome) who can help us make it all flow smoothly (1 week out)
· ___ Email Turcotte and Shelia Carpenter (Pres’ Assistant) to see if they want to add/edit slides (week of – when slideshow is finished)
· ___ Go through the slideshow with Michael to make sure it’s good to host (week of)
· ___ Get names and headshots for slideshow
· ___ Faculty/Staff
· ___ Students
· ___ Parents
· ___ Assign someone to run power point (Fall 2019 PDs will be Hannah/Student Worker) (1-2 weeks out)
· ___SGA sound system, band, etc. (SPRING ONLY: __4-6 weeks out & __week of)

Mock Classes & Student/Academic Marketplace
· [bookmark: _GoBack]___ Contact the Deans, Chairs, & Debbie Norris for mock classes and Academic Marketplace. (4-6 weeks out)
___ Contact student organizations to be present during Marketplace on Quad (Email Jonathan Nutt 4-6 weeks out)
· ___ Contact Dr. Norris & Chairs to message all departments to ensure presence at Academic Marketplace (4-6 weeks out)
· ___ Update Mock Class List
· ___ Email Mock Class Professors with details – see email example in my google doc email example sheet (week of)

Miscellaneous
· ___ Give Counselor assignments for preparation and actual event (see below)
· ___ Review Safety Precautions on MC’s website or printed in Preview Day Binder (week of)
· ___ $300 cash bag for t-shirts (8-10 days before the event)
· ___ Buy plants/ferns for stage (1-2 days before the event)
· ___ Get “thank you’s” for speakers 
· ___ Make sure we have all building signs in inventory; distribute signs the day of Orientation (1 week out)
· ___ Print: 
· ___ nametags
· ___ meal tickets
· ___ mock class list
· ___ mock class tickets
· ___ agendas 
· ___ campus maps
· ___ Football game tickets 
· ___ Cadaver Lab tickets (max 100 per tour)
· ___ PHF Directions (only for Nov PD)

[bookmark: _Hlk19085752]PREVIEW DAY ASSIGNMENTS (Arrive at 11:30am on Saturday)
Austin:
· Update Agendas
· Update Pre-Program and Session Slideshows
Dylan:
· Get Chick-fil-a cows to throw out 
Michael:
· WEEK OF: $300 cash bag for t-shirts (Petty Cash from Business Office)
· WEEK OF: Print Nametags
· DAY BEFORE/OF: Print Check in Sheets (4)
Hannah:
· DAY OF: Run Slideshow during PD
Andrew/Kaitlin:
· Assign students to speak: Student Welcome (2), Student Devo (1), Student Panel (4)
· Give Scouts assignments for actual PD
· DAY OF: Have Scouts set up Admissions Tent/T-shirts
· DAY OF: Supervise Check In
Angie/Jordan:
· WEEK OF: Walmart Run – Ferns/plants for stage 
· DAY OF: Set up Admissions Info Table in Anderson
Hayden:
· FRIDAY: Bring Tent, Welcome Flag, and banners in War Room 
· DAY OF: Set up and take down Welcome flag
· DAY OF: 5pm Cadaver Lab A Tour
Cameron:
· DAY OF: Check on Academic Marketplace & give meal tickets to the faculty
Cam/Interns:
· FRIDAY: Have giveaway t-shirts ready in the War Room 
· WEEK OF: Cut tickets (Meal, Cadaver Lab, Football game)
Carrie:
· DAY OF: If any mock classes are not chosen, contact the professor ASAP
· DAY OF: 5:45pm Cadaver Lab B Tour
All:
· WEEK OF: FUN W/ NAMETAGS & Cutting if Interns Need help
· DAY OF: Bring over all things from War Room to Anderson 

THINGS WE NEED TO BRING OVER TO ANDERSON:
· 8 Tablecloths
· Nametags, Lanyards, Sleeves
· Check In list (4)
· Agendas
· Campus maps
· Meal tickets
· Cadaver Lab tickets
· Mock class list
· Mock class tickets
· Football Game tickets
· Directions to PHF (Nov 2019 PD only)
· Academic Building signs
· T-shirts
· Tent up on patio stage
· Plants for stage
· Painters tape
· Laptop and iPad w/ chargers
· Stuffed Chick-fil-a Cows
· Pens & Sharpies
· Pull Up Banners (5)
· Check In “Last Name” Signs (2)
· “thank you’s” for parents and faculty?

Admissions Line Up for Saturday:
· Kyle
· Michael
· Angie
· Cameron
· Andrew
· Kaitlin
· Hannah
· Dylan
· Jordan
· Hayden
· Carrie

Student Line Up:
· Student Welcome (no slide needed for them):
· _______________ (Name and Hometown) 
· _______________ (Name and Hometown) 
· Student Devo: ______________ (Name and Hometown) – he/she can mention Chapel, B&G, CLCs, Camps Ministries
· Student Panel:
· ______________ (Name and Hometown) 
· ______________ (Name and Hometown) 
· _______________ (Name and Hometown) 
· _______________ (Name and Hometown)

Faculty Line Up:
· ________________ (Name & Title/Job)
· ________________ (Name & Title/Job)
· ________________ (Name & Title/Job)
· ________________ (Name & Title/Job)

Check In Details:
· 1st Stop: 4 tables at the bottom of the steps of Anderson
· 2 “A-L” tables
· 2 “M-Z” tables
· *We need 4 check in lists, nametags, sleeves, lanyards, pens/sharpies, & mock class lists
· 2nd Stop: 1 table on the 2nd floor corridor
· Pass out agenda, meal tickets, and football tickets
· 3rd Stop: 1 table inside Meeting Room
· Pass out mock class tickets
· Be sure to have a system so we know if any of the classes have NO students attending and reach out the professor ASAP telling them they do not need to come
· We also need 1 more table in the meeting room for our Admissions Info

Other:
· To get your final estimated guest count:
· See how many students have signed up online:
· Goldmine – Tools – WRIGHT – Select which Preview Day – Queary
· Take 70% of the total number then multiply it by 3.



