LIBRARY LEGISLATIVE BREAKFAST

WEEK OF EVENT, TO-DO LIST
M. Riggs, Groton Public Library

DAYS PRIOR TO EVENT:

· Finalize set up plans (where tables, podium, coat area, sign-in table, etc. will be).

· Purchase food and drinks, etc.

· Create folders for legislators.

· Put programs together.

· Create name tags for legislators and speakers.

· Remind helpers what time to meet and what job duties are. 

EVENING PRIOR TO EVENT:
· Set up tables, chairs, speaker podium, sign-in table.
· Round up coffee urns, creamers, sugar bowl, platters, etc.

· Make sure camera is charged and ready.

DAY OF EVENT:

· Turn on heat.

· Make coffee, start tea water heating.

· Set up sign-in table with name tags, sign-in sheet and program copies.

· Set up coat area.

· Set up speaker podium (have pitcher of water with cups available at podium).

· Set up coffee/food area (creamer, sugar, etc.)

· Set up trash cans.

· Provide greeters with programs and name tags of speakers/legislators, make aware of coat area, sign-in area, etc.

