PERSUASIVE WRITING WORKSHOP CHECKLIST
Session: Sunday, April 25, 2010

Time: 4:00 – 6:00 p.m.

Location: Delta, computer lab A-135
4 Weeks Prior

· Post flyers

· Ask the Professional Development Team to email the flyer to faculty and staff

· Inform Dora about the workshop so she can schedule participants – ask her to:

· Tell participants to bring a couple of writing pieces to revise in the workshop
· Provide participants with the web site link

· Ask participants to go to the Participants’ page and print the handouts
· Check all links on the web site

· Review the budget

3 Weeks Prior

· Ask the Professional Development Team to email the flyer to faculty and staff

· Check status with Dora

2 Weeks Prior

· Print a few handouts for those who may forget

· Walk through the agenda

· Review all materials

· Check out the training room
· Check status with Dora

1 Week Prior

· Check status with Dora

· Send welcome email to all participants; remind participants to:

· Bring a couple of writing pieces to revise in the workshop
· Check out the web site

· Go to the Participants’ page on the web site, print the handouts, and bring them to the workshop
1 Day Prior

· Do a dry run

· Print one set of materials for me, and a couple of extras

· Check status with Dora

· Send welcome email to all participants; remind participants to:

· Bring a couple of writing pieces to revise in the workshop
· Check out the web site

· Go to the Participants’ page on the web site, print the handouts, and bring them to the workshop
Day of Event

· Arrive ~ 45 minutes early

· Set up learning management system

· Check room setup; re-arrange as needed

· Get ready to greet participants
