Outdoor Learning Symposium Timeline Suggestions
12 Months (September – November)
· Set the date and venue to be announced at the current symposium
· Historically symposium has been held in late September to early November. Location needs to have:

· 1 large auditorium for 200+ people

· 1 large space for exhibits (15+), EEA store, and OLS Recycle Store

· 1 large space for lunch

· Registration space (Wi-Fi is a plus)

· At least 6 classrooms (3 long sessions and 3 short sessions/technology is a plus)

· Saturday workshop space

· Ample parking

· Access to outdoor areas

· Recycling?  If not, Green Team can provide bins.
11 months (November – December)
· Debrief council meeting/review evaluations (Historically has been a holiday potluck)
· Submit final report to EEA BOD

· Decide on symposium theme/discuss possible presenters
· Proposed budget submitted to EEA BOD (can be revised, if needed) 

· Budget will determine if presenters and working committee members can attend for free or discounted price.  Do working committee members get free exhibitor space?
· Obtain event sponsors and/or grants
10 – 7 months (January – May)
· Secure presenters by having them complete “Presenter Form,” including Saturday workshop
· Hands-on sessions that utilize the outdoors are a plus, as are make ‘n takes (creation, utilization, and maintenance)
· Morning sessions—3 long and 6 short
· Afternoon sessions—2 long and 6 short
· Correlated to CCGPS
· Keynote/opening speaker?
8 - 7 months (April – Beginning of May)
· Arrange food (Friday-breakfast, lunch, snack and Saturday-breakfast, lunch, snack)
· Create electronic registration brochure, which includes prices and program
· Submit information to the EEA webmaster to create online registration form 
· Include Q & A Form and list of area hotels with block of rooms reserved

· Submit information to EEA PR/Marketing coordinator to begin promotion

· PR push during teachers’ post-planning (early-bird discount)
· Advertise to potential exhibitors and vendors to register for space

· Information provided to EEA Store Chairperson, including theme in the event there is a need to order merchandise 
· Submit PLU request for approval

· Donations for Teacher Recycle Store

· Donations for Resource Table and/or goodie bags
· Donations for Door prizes
· Donations for scavenger hunt prizes

· Donations for carpool prizes

· Update Annual COOL Awards and submit to EEA webmaster for placement on website and the creation of an online submission form (check with COOL Outreach Committee)

3 - 2 months (August – September)
· PR for Annual Outdoor Learning Awards 

· PR push during teachers’ pre-planning (last week of July – first week of August)
· Submission of presenters’ handouts for online proceedings
· Finalize program and presenter room assignments
· Finalize presenters’ AV needs

· PLU request forms emailed to participants
· Committee meeting (end of August)

1 month (September)
· Final walk-through of venue with committee
· How many tables are needed?

· How many recycle bins?

· Other onsite logistics

· Create signage

· Create moderator packets

· Create exhibitors’ evaluation

· Sign-up volunteers (set-up, clean-up, moderators, placement of signs, registration, Teacher Recycle Store, Resource Table, EEA Store, exhibits, recycling, AV, photographer(s), door prizes, awards’ presenter, Saturday on-site, Social Media (Twit during the event)
· Create exhibitor scavenger hunt and obtain prizes for completed forms

· Plaques ordered for COOL awards and check requested from EEA treasurer for monetary award
· Committee meeting (September)
1 week
· Finalize food for Friday and Saturday
· Finalize Exhibits/Vendors list (request additional tables/tablecloths, as needed)

· Finalize AV/technology requests

· Finalize nametags, registration packets, and door prize tickets
· Change box for Teacher Recycle Store

· Secure door prizes, scavenger hunt, and carpool prizes
· Create welcome and COOL awards PowerPoint 

· Press release sent out
Day Before
· Set up registration area
· Tables, change box, name tags, registration packets, Wi-Fi for on-site registrations, signage, PLU sign-in
· Presenters/Moderator check-in area with necessary forms and moderator packets drop-off box

· Set-up EEA Store

· Set-up Teaching Recycle Store

· Set-up Exhibit/Vendor Area

· Set up Resource Tables(s) and/or stuff goodie bags
· Place room schedules and other signage in appropriate locations
· Set-up food area

· AV needs and rooms set-up

· Podium decoration for “Welcome/Opening Announcements and COOL Awards”
· Table centerpieces

· Set-up recycle bins, if needed

Week After
· Online symposium evaluation emailed to participants
· Evaluations in moderator packets and exhibitors disaggregated 
· Thank you letters sent to sponsors and presenters
· Press release sent out
· Online proceedings submitted to EEA webmaster
· Photographs shared
Sub-Committees

· Program

· Registration

· PR

· Food/Local arrangements (including décor for tables and podium)

· Green Team/Green Exhibit Contest
· Door prizes

· Resources (swag bags&/or pickup table)

· AV/Technology

· Photo Contest

· Teacher Recycle Store 

· EEA Store

· Online Session Proceedings

· Website

· Notetaker

· Thank you’s

· Photographer/blogger

· Exhibits/Vendors (includes creating exhibitor scavenger hunt and EEA Banners)

· Signage

· Moderators/Evaluations

· Fundraising

· OL Awards

· Proclamation
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