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1.  Choose event date and time 
· Potential dates include  Feb 12, 13, 26, 27, March 5, 6, 26, or 27.
· Time
2. Estimate how many will attend? 
· Each group (OTO, CoG, ESA, CMA, PSA, Tejas Web, Vortex, other)
· Do we want to invite any/all groups in the area to join us as sponsors? If so, what are their responsibilities? (i.e. add name to the marketing, invite members, provide a volunteer the day of the event, contribute prize). 
3. Determine admission process and cost


* Cash at the door


* Pre-event - Eventbrite


* Sliding admission - $5 - 30?

4. Brainstorm Event Name, Categories, & Cook-off process

· Brainstorm Event Name 
· Brainstorm prize categories
· Prizes - ID potentials & brainstorm

* Identify voting process

5. Schedule


* Create schedule for the day (i.e. start/end time, speaker time)


* Will there be information booths, vendors or keep it simple so everyone gets to enjoy? 

6. Set-up  & clean up


* Identify team members


* Identify supplies needed

· Decorations
· Other tasks
5. Music


* Do we want to schedule bands/artists, invite people to jam, DJ?


* Dave to organize?

6. Marketing


* Email - Who will craft message? What needs to be included?


* Create marketing plan (i.e. Facebook and/or eventbrite pages, email friends, pagan events 
yahoogroup, sponsor's membership lists, brainstorm other)

*** Send some items to committees if needed

*** Assign tasks & deadlines 

