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Sample schedule & master contact list for the Big Day
Schedule – Set with a 1pm to 3pm time period for the actual event; (Adjust according to your timing and delete times you don’t need)

Wake up, eat your Wheaties, take a deep breath and dive in…

10am – 12noon

· Last run to pick up supplies and gear (i.e. flyers, tape, stapler, scissors, camera, tripods, video cameras and tapes, tape, whatever else you need, etc.)

· Put up posters around the business directing Carrotmobbers to the entrance

· Put up signage and posters around the neighborhood to draw more people

· Pre-event meeting with volunteers and team

· Go through schedule for the day and responsibilities, answer last minute questions

12noon – 1pm

· Set-up tables, food bank donation barrel, and everything else

· Start passing out flyers in adjacent neighborhoods and high-traffic areas

· Bouncer, video and camera people, volunteers helping inside the business, and everyone else takes their places

1pm – 3pm

· Launch the event!

· Continue to pass out flyers at different locations

· Take pictures and video of the event, the crowd, reactions, interviews, etc.

· Help the business to serve the customers quickly and well, manage the crowd and line

· Have volunteers on hand for random help, subbing for other volunteers, and keeping the line from blocking the street

· Field questions about the event, Carrotmob, Virgance, etc
· Thank Carrotmobbers for coming out

3pm – 4pm

· Take down tables, gear, signage and posters, etc.

· Check in with the business to get their reaction, estimate of the size of the Carrotmob contribution

· Thank volunteers, business, and Carrotmobbers

5pm

· Sigh of relief and head home...or to the afterparty???

· Begin thinking about the blog post to let the world know about the success of the event
Key Contact Information
Business Contacts

<Name>, Business Owner/Manager 1, <Phone Number>

<Name>, Store Owner/Manager 2, <Phone Number>

Police

<Name>, Local Police Officer, <Phone Number>

Local Police Station: <Phone Number>

Press and Media

<Name>, Photographer: <Phone Number>

<Name>, Photo Assistant: <Phone Number>

<Name>, Writer, <Phone Number>

<Name>, Press, <Phone Number>

<Name>, Cameraman, <Phone Number>

Volunteers

<Name>, Volunteer Coordinator, <Phone Number>

<Name>, Volunteer 1, <Phone Number>

<Name>, Volunteer 2, <Phone Number>

<Name>, Volunteer 3, <Phone Number>
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