SDCUE 2007 TECH FAIR TIMELINE

	DATE 
	ACTIVITY, TASK OR EVENT
	Tech Fair O6
	Tech Fair O7

	7/30
	Confirm Westview and Poway district calendars   

√ check for conflicts 
	Patty
	Stacey

	8/10
	Speaker Application DB modified and available 
	June
	June 

	8/10
	Speakers Application Open online until Oct. 1 

(will have link from sdcue.org)
	ALL seek and direct speakers to sdcue.org for link
	

	8/15
	Flyer received from Dan McDowell

Develop postcard with same theme
	BJ
	Dan 

	8/20
	Flyer distributed electronically to all for review


	BJ
	Dan

	8/31
	Flyer to printer at SDCOE

Sent via truck mail by 9/15
	
	BJ & Patty

	9/1
	Postcard to Printer and mailed by 9/15
	Bj & Terri
	Bj & Terri

	9/1
	Vendor letters sent out
	Cynthia/George
	Cynthia/George

	9/1
	Elections, prepare ballots or use SurveyMonkey
	
	Kathy Hayden

	9/5
	Post Flyer .pdf on Website to download, send out to SDCUE list
	June
	June

	9/5 to 9/25
	Electronic mailing of Flyer to all contacts (see suggested distribution list)
	ALL
	ALL

	Sept.  16

1:00-3:00
	SDCUE Board Meeting @ the Dodge’s
	
	

	Prior to 9/30
	Food estimates received and contract signed
	Pam & Patty
	Pam

	??
	Walk through (Schedule with Stacey, SDCUE tech team, and onsite tech team)
	
	?? 

	10/1
	Speaker database closes
	June
	June

	10/5
	Speakers notified 
	Terri/June/Bernie
	Terri/June/Bernie

	10/1
	Vendor registration closes
	Cynthia/George
	

	10/1-15
	Develop schedule and create program
	Bernie/Terri
	Bernie/Terri

	10/7
	Vendor confirmations sent and any 1-page ads finalized from Sponsors (Gold, Silver, Pewter)
	Cynthia/George 
	Cynthia/George/ Dave

	10/15
	Program to printer for duplication
	Patty
	Terri/Bj

	10/15
	Upload tentative program to SDCUE website
	June
	June

	10/25
	Create At-A-Glance sheet and print
	Terri
	Terri

	10/25
	Pre-registration closes
	
	

	10/25-30
	Prepare and print attendee badges
	Patty
	Patty/Bj/Charlotte

	10/30
	Receive items for all bag stuffers
	Cynthia
	Cynthia/George

	10/26
	Pick up programs from printer
	
	

	10/26
	Prepare and print schedules by room
	Terri
	Terri

	11/2
	Set up and bag stuffing at Westview
	ALL 3:30
	

	11/3/ 2007
	Tech Fair
	ALL
	ALL


