CJ Plenary Planning (Non-Logistical)

Things to Do List

CJ Plenary logistics are handled by members of the CJ Executive Committee and include everything from room reservation and set up to coffee and donuts and sign-up sheets.

Non-logistical tasks are the responsibility of the Plenary coordinator and should include the input of plenary presenters.  Typically these tasks are discussed, defined, and delegated during one or more pre-plenary meetings amongst plenary presenters and the coordinator.
------------------------------------

Public Relations Blurb:  Identify content as soon as possible and get to Linda Hemby to put on the website and in the weekly bulletin; when appropriate, distribute to groups and individuals with a special interest in the topic to give them time to plan to ensure their attendance.  (Blurbs may include online references.)
Conversion of PR Blurb into a Flyer:  At least a month before the Plenary, refine the blurb so Plenary content and its significance, speakers, and why attendance is important are clear and compelling.
Distribution of PR Blurb:  What agencies/individuals are interested in the topic?  Obtain contact info (preferably email and if none is available, address) to distribute a flyer.  Also include the media.
Distribution of PR Blurb ASAP; month before; and week before event.
Nuevas Raíces articles:  NR is open to publishing articles about a Plenary both before and after the event.  Pre event articles, written by the Plenary coordinator, should discuss the importance of the topic to Latinos and convince them to attend the Plenary and, if appropriate, contact presenters.  Articles about the event are typically prepared by NR staff; if they do not attend the plenary, the article must be written by the Plenary coordinator or another volunteer.  Whenever possible, photos related to the topic (not of individual speakers) or of the plenary attendees, should be provided.
Preparation of Plenary Related Handout:  To include online resources, fact sheets, etc.

And/or collecting and making available prepared materials

Identifying Speakers:  Presenters should have experience, practical or academic, and whenever possible, should be local or have a local knowledge

Identifying Topics:  Focus should be local; may briefly mention national and state statistics for comparison.
Identifying Audio Visual Aids:  Should be 5 – 10 minutes in duration unless the only aid is a power point presentation.
Coordinating Introduction, Adjournment & Presentation Content with Audio Visual Aids.
Identifying Follow Up.
Preparation of Agenda (according to format) & copies of it and of reference materials for circulation at the Plenary.
