Public Breakfast Task List Template
	Task
	Status

	1) Planning
	

	a) Set Date
	

	b) Set Time
	

	c) allow time to set up
	

	d) allow for meeting duration
	

	e) allow time to socialize after meeting
	

	f) Set location
	

	g) Set topic
	

	2) Preparation
	

	a) Reserve location
	

	b) Visit location & correct any issues
	

	c) Line up Guest Speaker (ASAP)
	

	d) Line up backup Guest Speaker (ASAP)
	

	e) Line up greeters
	

	f) Develop/update agenda
	

	g) Get Flag
	

	h) Get Loudspeaker, Microphones
	

	i) Get extension cords
	

	j) Get duct tape
	

	k) Get posters (Reagan, Palin, whatever)
	

	l) Get other table materials
	

	m) Develop any handouts
	

	n) Develop/update signup sheet
	

	o) Print handouts/signup sheets
	

	p) Get name tags
	

	q) Get markers
	

	r) Get duct tape
	

	s) Develop flyer
	

	t) Print flyer
	

	u) distribute flyer (1-2 week lead)
	

	i) community bulletin boards
	

	ii) related organizations
	

	iii) public meetings
	

	iv) hand to selected individuals
	

	v) mail flyer (1-2 week lead)
	

	i) identify select repubs from voter registration database
	

	w) telephone invitation (1 week lead)
	

	i) get phone contact list
	

	ii) cold call likely prospects
	

	iii) reminder call previous attendees (3 day lead)
	

	x) announce on website
	

	y) announce of affiliated websites
	

	z) "announce on social networks (e.g., MyFace)"
	

	aa) notify elected officials
	

	ab) notify candidates
	

	ac) Develop/update attendance
	

	ad) Press releases
	

	i) Draft press release
	

	ii) List local newspapers
	

	iii) Mail press release/ flyer/URL to newspapers
	

	iv) List local radio stations
	

	v) Select local radio stations/shows
	

	vi) Mail press release/flyer/URL to selected stations/shows
	

	ae) Respond to inquiries
	

	3) Execution
	

	a) Setup
	

	i) Arrive early
	

	ii) Contact location manager
	

	iii) Confirm location audio turned off
	

	iv) Confirm location noise controlled
	

	v) Setup sound system
	

	vi) Setup flag
	

	vii) Setup greeting table
	

	viii) signup sheet
	

	ix) name tags
	

	x) handouts
	

	xi) other material
	

	xii) Get greeter started
	

	b) Conduct meeting per agenda
	

	c) Post meeting socializing
	

	d) Exodus
	

	4) Follow-up
	

	a) Record contact info from attendees
	

	b) Issue thank you to attendees
	

	c) Produce meeting summary for non-attendees
	

	d) Issue meeting summary to non-attendees
	

	e) "update website, social network"
	

	f) Organize and store all materials for next meeting
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


