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                                                     Tasks and Timeline   

	Task/Responsibility
	Date
	Person(s) Responsible

	Put together a planning committee
	
	

	Meet with planning committee

· Share program overview

· Decide date, time and place

· Secure facility

· Discuss respite options for participants

· Identify potential donors

· Identify potential participants
	
	

	Place classes on the electronic calendar
	
	

	Prepare publicity pieces

· Brochure

· News release

· Paragraph for nursing home newsletters

· Poster/flyer

· Letters
	
	

	Compile mailing lists

· Potential funders

· Potential participants

· Agencies/organizations/churches
	
	

	Send letter and brochure to potential funders
	
	

	Make personal visits with selected potential funders
	
	

	Send letter and brochure to potential participants
	
	

	Send letter and brochure to agencies/organizations/churches
	
	

	Place flyers/posters in public locations
	
	

	Place brochures in appropriate locations
	
	

	Put news release in newspapers
	
	

	Handle registrations
	
	

	Facilitate/teach classes

· Copy handouts

· Order books

· Reserve equipment
	
	

	Summarize evaluations
	
	

	Put follow up news release in newspapers
	
	

	Send letter to participants
	
	

	Handle funds

· Pay bills

· Submit revenue generation
	
	

	Write success story
	
	

	Share success story with funders, extension council members, legislators, etc.
	
	


