Day-Of Checklist


Before the Event

___ Set up Tent

___ Set up Tables and Chairs
___ Set up Signs and Banners
___ Assign Roles to all team members
Recruiting (promote the drive, recruit people to register, answer initial questions)

Form Review (answer form-related questions, check for form completeness)

· Medical Review (double-check health answers, give donor card, explain donation process)

· Cheek Swab (collect tissue samples, wrap up kits, answer final questions)

· Floaters (help where needed, relay common mistakes from medical review to form review)

· Historian (take as many pictures as possible)
___ Determine traffic flow (from recruiting, form, medical review to swabbing)

___ Set up information, form, medical review, and swab tables
___ Orientation and training for volunteers
___ Find bathroom locations and communicate to team
___ Distribute Station Training sheets to volunteers

___ Plan Lunch/Break
___ Set up Donation bucket – Team Matthew-specific
___ Have sign-up sheets ready – Team Matthew-specific
___ Distribute Team Matthew T-Shirts to Volunteers (if any available) – Team Matthew-specific
Closing Out the Event

___ Collect complete kits and count them

___ Shut down material, signs/banners, tables, chairs and tents
___ Distribute volunteer evaluation forms – Team Matthew-specific
___ Collect Donation Bucket – Team Matthew-specific
___ Collect sign-up sheets – Team Matthew-specific
___ Collect volunteer evaluation forms – Team Matthew-specific
___ Event Coordinator keep the following – Team Matthew-specific
· Registration Count
· Donations
· Sign-up sheets
· Evaluation forms

After the Event – Team Matthew-specific
___ Event Coordinator provide final registration count to Team Statistician (Matt)

___ Event Historian send pictures to Team Matthew Historian (Linda)

___ Event Coordinator give money to Treasurer (Huy/Tuyet)

___ Event Coordinator add Names to Master Contact List on Yahoo! Groups
___ Event Coordinator give review of evaluation forms during Core Team meeting
* Items in bold are required
