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	#
	Task
	Staff Responsible
	Information
	Deadline
	Date Completed

	Walk Site
	
	
	
	

	1. 
	Select date & time for walk if other than 8/4/11, 12-1 PM
	
	
	
	

	2. 
	Decide with interested groups on a site for the local area, rather than having several local walks. Determine whether there is a fee or if it’s free.  
	
	
	
	

	3. 
	Obtain approval for use of your site, i.e., the City for a park, a CEO for a nonprofit agency, police permit, etc.
	
	
	
	

	4. 
	Take a physical tour of the site.  Does it have an outlet for a PA system for speakers? Or do you need electricity for booths at a health fair? 
	
	
	
	

	5. 
	Determine the route for your walk – start to finish –about a ¼ mile for a fifteen minute walk. 
	
	
	
	

	6. 
	Determine options for first aid. You may not want to be the provider of first aid, for liability risks, but you should know your options.
	
	
	
	

	7. 
	Are you having a health fair?  Determine the number of tables that can fit in the area at the end of the walk.  Determine whether you have enough tables and chairs or whether they need to be rented.  
	
	
	
	

	8. 
	Determine placements of items such as balloons, signs & arrows of walk
	
	
	
	

	9. 
	Make list of additional equipment that is needed on site

     * Extension cords      * Other equipment
	
	
	
	

	10. 
	Design and obtain approval to purchase a banner – use the WBW theme logo (Toolkit has the logo) or your own logo
	
	
	
	

	11. 
	Obtain requisition for walk site if needed.
	
	
	
	

	12. 
	Obtain requisition for table & chairs if needed. 
	
	
	
	

	13. 
	Obtain requisition for items needed day of event (balloons, incentives) 
	
	
	
	

	Sponsors – If you solicit local sponsors
	
	
	
	

	14. 
	Develop sponsorship recruitment letter if you decide to solicit local sponsors. Include the date that forms and funds are due. (Toolkit has a template)
	
	
	
	

	15. 
	Recruit volunteers in June to contact potential sponsors. 
	
	
	
	

	16. 
	Develop a list of all potential sponsors. 
	
	
	
	

	17. 
	Mail out letters & forms to all volunteers
	
	
	
	

	18. 
	Verify volunteers who will pick up donations & who will deliver items to event.
	
	
	
	

	19. 
	Produce a poster with all sponsors names
	
	
	
	

	Bids for BAW
	
	
	
	

	20. 
	Solicit contractor to make bid for tables & chairs & delivery, if you decide to include tables & chairs as part of a health fair activity with this walk.
	
	
	
	

	Community Booths for a Health Fair
	
	
	
	

	21. 
	Develop booth registration form  (Toolkit has a template)
	
	
	
	

	22. 
	Send out  booth reservation letter & form 
	
	
	
	

	23. 
	Confirm booth responses
	
	
	
	

	24. 
	Design site map for Community Booths
	
	
	
	

	25. 
	Assign booth spaces to agencies
	
	
	
	

	26. 
	Determine number of booths at the site
	
	
	
	

	27. 
	Prepare tent cards to identify booth space assignments
	
	
	
	

	28. 
	Make certificate for all booth sponsors
	
	
	
	

	29. 
	Make sign in sheet for booths
	
	
	
	

	30. 
	Send thank you letters to all agencies for booth registration 
	
	
	
	

	Print Materials
	
	
	
	

	31. 
	Design flyer for walk (Toolkit has samples)
	
	
	
	

	32. 
	Get the flyer approved.
	
	
	
	

	33. 
	Send out flyer by via
    * E- mail          * Handouts at meeting       * Agencies

    * Business      * Hospitals
	
	
	
	

	Logistics
	
	
	
	

	34. 
	Identify & contact emcee
	
	
	
	

	35. 
	Select & confirm speakers for testimonials
	
	
	
	

	36. 
	Write/send invitation Letter’s to Fed, St & local elected officials
	
	
	
	

	37. 
	Include walk in the agendas for local meetings
	
	
	
	

	38. 
	Contact local entertainment
	
	
	
	

	39. 
	Contact groups who can provide toddler entertainment such as face painter, clown or sorority or service group to provide crafts for kids.
	
	
	
	

	40. 
	Determine if transportation will be provided for participants to the walk.
	
	
	
	

	Registration
	
	
	
	

	41. 
	Update & finalize mailing database for BAW
	
	
	
	

	42. 
	Develop the registration form to include: (Toolkit has a sample)
     * Sponsors        * Waiver      * Map of site

     * Program         * Program   * Breastfeeding Resources

     * Important facts
	
	
	
	

	43. 
	Distribute the registration PDF to organizations such as WIC sites, BF Coalition or Task Force hospitals, First 5, CHDP, Regional Perinatal network, BIH, LLL, CPSP, Head Start, Nutrition Network, other networks
	
	
	
	

	44. 
	Obtain requisition approval for printing invitations & mailing
	
	
	
	

	45. 
	Mail registration forms that are not emailed for distribution. 
	
	
	
	

	46. 
	Tally BAW registration every week for individuals & exhibitors.
	
	
	
	

	47. 
	Develop registration sign in forms for individuals & exhibitors/booths.
	
	
	
	

	T-shirt Orders
	
	
	
	

	48. 
	Finalize t-shirt count & sizes by xxx if available
	
	
	
	

	49. 
	Finalize delivery of t-shirts at least 3 days before event
	
	
	
	

	Event Program Agenda
	
	
	
	

	50. 
	Include brief event program in registration form 
	
	
	
	

	51. 
	Provide script to emcee
	
	
	
	

	52. 
	Coordinate items for raffle if you have a raffle.
	
	
	
	

	53. 
	Finalize program agenda & write script
	
	
	
	

	Media Relations
	
	
	
	

	54. 
	Plan media coverage for event (Toolkit has detailed media instructions and timeline)
	
	
	
	

	55. 
	Collect local media contacts for papers, TV, radio in all languages appropriate for your community.
	
	
	
	

	56. 
	Prepare media advisory and put on event calendars of all paper, TV  & radio stations websites up to 3 months in advance (Toolkit has instructions on how to write a media advisory)
	
	
	
	

	57. 
	Send out media advisory to all media contacts once a week during the month of the walk.
	
	
	
	

	58. 
	Prepare media kits - press releases, fact sheets (Toolkit has instructions on how to write a press release)
	
	
	
	

	59. 
	Get approval for press release
	
	
	
	

	60. 
	Deliver press release to all media contacts evening prior to the walk and day of the walk. 
	
	
	
	

	61. C
	Follow up with media contacts the day before and day of the walk to see if they are going to cover the event. (Detailed instructions and timeline includes how to make a story pitch)
	
	
	
	

	62. 
	Take extra media kits to walk for the press.
	
	
	
	

	Day-Of-Event Activities
	
	
	
	

	63. 
	Assign staff to set up food prep duties if food is involved.
	
	
	
	

	64. 
	Assign staff to set up of booth tents if you are using these.
	
	
	
	

	65. 
	Assign staff to set up of registration check in.
	
	
	
	

	66. 
	Assign staff to set up of poster board, banner & registration information.
	
	
	
	

	67. 
	Assign set up of area for face painters, kid’s crafts, etc.
	
	
	
	

	68. 
	Assign staff to set up of table & chairs.
	
	
	
	

	69. 
	Assign staff to monitor walk.
	
	
	
	

	70. 
	Assign staff to monitor participants being transported to event.
	
	
	
	

	71. 
	Assign staff to be media spokesperson. Find staff whom can address media in needed languages. (Toolkit has interview guidelines)
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