West Springfield SFSP Summit

Work Plan
Date: Monday, March 24

Location: West Springfield Town Hall

Time: 3:00-4:30

Partners: Mayor Gibson, Senator Buoniconti, Rep. Welch

TO DO:

Week of March 3:
· Date, time confirmation with Mayor, Senator, Rep

· Finalize invitation and send to Sir Speedy

· Mail out the invitations

Week of March 10:

· Create RSVP list

Week of March 17:
· Create packet labels, sign up sheet, sign in sheet
· Write talking points

· Call Gibson, Buoniconti

· Call Dario, Joy, J-C re. Sponsor updates

· Create agenda and DOE stats page: finalize both documents

· Follow up calls for invitations: Katie

· Create packets: Katie

· Meet with Jess re. Agenda and planning

· Call Welch re. Agenda and talking points

· Ok drinks with Pat

· Gather all necessary materials for registration

· Drinks—coffee, tea, water—arrange for pick-up

· Print and gather all the info I need to take with me

Week of March 24:
· Materials, packets in my car
· Hold the event—3/24
· Send TY to VIPs
· Send TY to all participants

· Follow up!
