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Check List for SDNPA Events

(guideline 2 weeks between events, max 3, prefer 2 events per month )

90 DAYS OUT @ planning meeting - dream up the event with the prospective sponsor 


Title: 

Initial action items 

1.  

2.  

3.  

4. 

5. 

6. 

7.  

8.  

9. 

10.  

Name of NPA lead person assigned :

Name of "See you get it done" person is assigned :

Initial calendar date assigned:

60 DAYS OUT  @ planning meeting - meet for details on content 

Detailed action items 

11.  

12.  

13.  

14. 

15. 

16. 

17.  

18.  

19. 

20.  

Site requirements: 
A/V
Internet
Seating:
Dinning Tables:
Display tables:

Financing: 
Sponsor pay  $
Door Charge $

Door Prize: 
Cost:
Supplied by:

Food :

Sponsor commitment to GO:    YES     NO           NPA commitment to GO:    YES   NO

Marketing and Ad content selected and assigned 

Post on web site as tentative event

Facilities Reserved: 

30 DAYS OUT @ planning meeting

Is event planning behind schedule?      YES  - event is canceled/postponed          NO

Marketing material and ads prepared 

NPA Postings           
SDNPA.org calendar as firm event

SDNPA.org announcement  with electronic brochure

NPA Executive Office

User Groups


Electronic Calendar Posted
RTA's eSan Diego

ComputorEdge E-Magazine

T Sector Daily News

SoCal Tech Calendar



Event staffing and resource procurement assigned --Solutions for, "What's missing?"
Money collection

Sign-in / member verification

Name tags

Business cards

Banners and signs

21 DAYS OUT

Sponsor sends invitations

Send out flyers 
Woodfin Hotel 

Brother's restaurant 

kiosk sites 

Post on Bulletin boards throughout Sorrento and La Jolla....also Mission Valley

University of Phoenix

New Horizons

Send Ad Announcement
Union Trib 

ComputorEdge (paper) 

SD Transcript

14 DAYS OUT 

RSVP meter count with Hotel and Sponsor 

E-mail Blast 

7 DAYS OUT

Last chance to cancel event - hope we never get here

E-mail blast

Buddy reminder

Hotel/Restaurant Check

2 DAYS OUT

E-mail blast

Respond to RSVP

Phone tree

Sponsor/Speaker Check

DAY OF EVENT

E-mail blast

