ALABAMA CONNECTION

SAMPLE DUTIES CHECKLIST

Template for Site Coordinators

LOGISTICS

_____
Facility




RE:
__________________________

_____
Set-up Crew




RE:
__________________________

_____
Greeters, Helpers, Guides


RE:
__________________________

_____
Take Down Crew



RE:
__________________________

HARDWARE

_____
Display Tables (and Chairs)


RE:
__________________________

_____
Registration Table (and Chairs)

RE:
__________________________

_____
Extension Cords



RE:
__________________________

_____
Microphone, Sound System 


RE:
__________________________

_____
Trash Cans




RE:
__________________________

PAPER

_____
List of Participants



RE:
__________________________

_____
Sign In Sheet (Recruiters)


RE:
__________________________

_____
Sign In Sheet (Students)


RE:
__________________________

_____
Evaluation Forms (Recruiters)

RE:
__________________________

_____
Evaluation Forms (Students)


RE:
__________________________

_____
Directions to Next Site


RE:
__________________________

_____
Educational Material (Student Tips)

RE:
____________________________

STUFF

_____
Recruiter Packets (Info, Items)

RE:
__________________________

_____
Name Tags (Students)



RE:
__________________________

_____
Name Tags (Recruiters)


RE:
__________________________

_____
Door Prize 




RE:
__________________________

_____
Receipt for Door Prize 


RE:
__________________________

_____
Collection Bags for Students


RE:
__________________________

_____
Various Supplies (Tape, Staplers, Tacks)
RE:
__________________________

PROMO

_____
Banners and External Signs


RE:
__________________________

_____
Flyers and Posters



RE:
__________________________

_____
Publicity (Newspaper, Radio)


RE:
__________________________

DÉCOR

_____
Welcome Banner or Sign


RE:
____________________________

_____
Table Signs




RE:
__________________________

_____
Indoor and Outdoor Directional Signs
RE:
__________________________

_____
Balloons and Streamers


RE:
__________________________

FOOD

_____
Meal Arrangements, Catering


RE:
__________________________

_____
Drinks, Water, Cooler, Ice


RE:
__________________________

_____
Coffee, Condiments



RE:
__________________________

_____
Goodie Bags




RE:
__________________________

_____
Snacks 




RE:
__________________________

_____
Mints





RE:
____________________________

