Provincial Round Up Program/Entertainment Task & Contact List
	Round Up Preparation


	Task #
	Task Description
	Completed by: 
	Person/Team responsible
	Complete %
	Notes

	
	Resourcing/Event Space

	1. 
	Recruit Co Chair
	Dec 01
	Program/Ent Chair
	100%
	Cori elected

	2. 
	Prepare Program/Ent budget
	Dec 01
	Program/Ent Chair
	100%
	Budget completed. 

	3. 
	Identify potential locations
	Dec 01
	Chair
	100%
	

	4. 
	Choose location
	Dec 01
	Chair/Committee
	100%
	

	5. 
	Reserve location
	Dec 01
	Chair
	100%
	

	6. 
	Sign location contract and pay deposit
	Jan. 01
	Chair
	100%
	

	7. 
	Recruit team to help with:
Decorating the hall – 5 people
Chairing sessions – 4 people + us
	March 01
	Program/Ent Chair & Co Chair
	100%
	Decoration - Noelle, Pam, Karen, Marie, Cori

	
	Programming

	8. 
	Select Round Up Theme
	Dec 14
	Program/Ent Chair
	100%
	“Foundations of Freedom”
Focuses on the foundation laid by the founders and the freedom that sobriety offers to those who follow.

	9. 
	Theme Approval
	Dec 14
	Committee
	100%
	

	10. 
	Create draft program
	Dec 14
	Program/Ent Chair & Co Chair
	100%
	

	11. 
	Review program with committee
	Dec 14
	Program/Ent Chair
	100%
	

	12. 
	Reach out to DCMs for suggestions of speakers and panel members
	Jan 17
	Program/Ent Chair & Co Chair
	100%
	

	13. 
	Create list of potential speaker/panel names
	Jan 10
Feb.08
	Program/Ent Chair & Co Chair
	100%
	

	14. 
	Create list of Chairs for the sessions. 
	Feb. 08
	Program/Ent Chair & Co Chair
	100%
	Chairs
1. Pam
2. Dani
3. Noelle
4. Melissa

	15. 
	Visit to groups to meet folks
	Jan 10-20
Feb. 10-28
	Program/Ent Chair & Co Chair
	0%
	Will do if there is an opportunity. 

	16. 
	Select run, walk and meditation leaders
	Jan 15
	Program/Ent Chair & Co Chair
	100%
	Confirmed: 
Run - Allison (Acceptance)
Walk - Erin (Acceptance)
Meditation – Nathaniel



	17. 
	Map out the run/walk route
	Jan 10
	Program/Ent Chair & Co Chair
	100%
	Run Map
https://maps.app.goo.gl/trVrW6t6EfLQdipz5

Walk Map
https://maps.app.goo.gl/keDxbJ9hx3DrXPhW8


	18. 
	Finalize Speaker/Panel Topics
	Feb 15
March 31
	Program/Ent Chair & Co Chair
	100%
	Reviewed with Cori and made some tweaks.
We have “tracks” which are Unity, Service and Recovery.

	19. 
	Confirm Speakers and Panelists
	Feb 20
April 15
	Program/Ent Chair & Co Chair
	100%
	Spoke with several folks at the MWRU. This is in a good place.

	20. 
	Email follow up with Speakers and Panelists
	week prior to June 06
	Program/Ent Chair & Co Chair
	100%
	

	21. 
	Purchase Friday and Saturday main speaker gifts
	Apr 05
	Program/Ent Chair & Co Chair
	100%
	blankets

	22. 
	Create Final Program
	May 01
	Program/Ent Chair
	100%
	

	23. 
	Print Program
	June 04
	
	100%
	

	
	Play

	24. 
	Obtain draft script for review
	Nov 01
	Program/Ent Chair
	100%
	

	25. 
	Obtain approval for the license cost
	Dec 14
	Program/Ent Chair
	100%
	

	26. 
	Remit payment
	Jan 10
	Treasurer
	100%
	

	27. 
	Create and post flyer for auditions
	Jan 31
	Program/Ent Chair & Co Chair
	100%
	

	28. 
	Select judges
	Feb 07
	Program/Ent Chair & Co Chair
	100%
	Marie, Cori, Judy & one more

	29. 
	Select audition readings
	Feb 15
	Program/Ent Chair & Co Chair
	100%
	Confirmed with Stepping Stones I can share excerpts for the auditions.

	30. 
	Book space for auditions
	Feb 15
	Program/Ent Chair & Co Chair
	100%
	Confirmed with Cathy at C24

	31. 
	Have Auditions
	Mar 15-16
	Program/Ent Chair & Co Chair
	100%
	15th is full, 16th has some spots left

	32. 
	Select and inform actors
	Mar 31
	Program/Ent Chair & Co Chair
	100%
	

	33. 
	Set rehearsal times and procure space
	Feb 20
	Program/Ent Chair & Co Chair
	100%
	

	34. 
	Visit church to familiarize with space and lighting
	Apr 02
	Program/Ent Chair & Co Chair
	100%
	

	35. 
	Procure Props
	Mar 31
	Program/Ent Chair & Co Chair
	100%
	

	36. 
	Procure wardrobe
	Mar 31
	Program/Ent Chair & Co Chair
	100%
	

	37. 
	Rehearsals Start
	Apr 05
March 29
	Program/Ent Chair & Co Chair
	100%
	Rehearsals every week (9 rehearsals in total)

	38. 
	Dress Rehearsals
	June 04
	Program/Ent Chair & Co Chair & Cast
	100%
	

	39. 
	Create Play bill
	
	Program/Ent Co Chair
	100%
	

	
	Games Night

	40. 
	Select games
	Feb 
	Program/Ent Chair & Co Chair
	100%
	

	41. 
	Select emcees
	Mar
	Program/Ent Chair & Co Chair
	100%
	

	42. 
	Create game donation/loan sheet
	Mar
	Program/Ent Chair & Co Chair
	100%
	

	43. 
	Reach out to fellowship for game donations
	Mar
	Program/Ent Chair & Co Chair
	100%
	

	44. 
	Meet with Emcees to review format
	Apr
	Program/Ent Chair & Co Chair
	Day of
	

	45. 
	Pick up games
	May
	Program/Ent Chair & Co Chair
	100%
	

	46. 
	Print score cards etc.
	June
	Program/Ent Chair & Co Chair
	2 days prior
	

	
	Dance

	47. 
	Identify potential DJ's - Speak with Noelle to see who she uses
	Dec 13
	Program/Ent Chair
	100%
	

	48. 
	Determine theme
	Jan
	Program/Ent Chair & Co Chair
	100%
	Sock Hop (50’s)

	49. 
	Choose DJ option
	Jan
	Program/Ent Chair & Co Chair
	100%
	Noelle suggested 2. I reached out to both. Only 1 responded. 
Brandon-He can do 3-4 hour show. Comes with requests and lighting. 

	50. 
	Reserve DJ 
	Jan
	Program/Ent Chair & Co Chair
	100%
	Deposit sent to Brandon

	51. 
	Sign music contract and pay deposit
	Jan
	Program/Ent Chair & Co Chair & Treasurer
	100%
	

	52. 
	Buy decorations
	Apr
	Program/Ent Chair & Co Chair
	100%
	Submitted the order and the receipt to Mary. Noelle also donated some items from the dance.

	53. 
	Confirm DJ
	May 15
	Program/Ent Chair & Co Chair
	100%
	Texted DJ, awaiting reply

	54. 
	Confirm with church setup requirements
	May
	Program/Ent Chair & Co Chair
	100%
	

	
	Misc.

	55. 
	Create draft Survey for review by committee
	March
	Program/Ent Chair & Co Chair
	100%
	1st draft complete

	56. 
	Survey Approval
	March
	Program/Ent Chair & Co Chair
	100%
	







	1 week prior to the Round Up


	Task #
	Task Description
	Date/Time
	Person/Team responsible
	Complete Y/N
	Notes

	1. 
	Print copies paper copies of survey
	
	
	Y
	

	2. 
	Create QR code for survey – Print copies
	
	
	Y
	

	3. 
	Procure Box for surveys
	
	
	Y
	

	4. 
	Email all speakers and panelists to remind them
	
	
	Y
	

	5. 
	Email/call DJ to remind
	
	
	Y
	

	6. 
	Hold final rehearsals
	
	
	Y
	






	June 6 Friday- Day 1 of Round Up


	Task #
	Task Description
	Date/Time
	Person/Team responsible
	Complete Y/N
	Notes

	1. 
	Arrive at church 
	1pm
	
	Y
	

	2. 
	Set up chairs and tables in big and small room including the Area Officers table(s)
	12-3
	
	Y
	

	3. 
	Set up Registration Chair and tables
	12-3
	
	Y
	

	4. 
	Set up and test technology.
	12-3
	
	Y
	

	5. 
	Set up Board games
	
	
	Y
	

	6. 
	Put up signage 
	12-3
	
	Y
	

	7. 
	Set up coffee and tea service and Ice Cream
	12-3
	
	Y
	

	8. 
	Committee huddle and final prep
	3:30pm
	
	Y
	

	9. 
	Open physical doors and greet attendees
	5:30pm
	
	Y
	

	10. 
	Registration activities 
	5:00pm
	
	Y
	

	11. 
	Welcome and Opening Remarks
	6:30pm
	
	Y
	Brief introduction to the roundup theme and highlights
Play up the games night and ice cream social
Housekeeping announcements

	12. 
	Speaker
"Foundations of Freedom "
	6:45pm
	
	Y
	Speak on the theme

	13. 
	Ice Cream Social
	7:45pm
	
	Y
	

	14. 
	Games
Rock Paper Scissors Extreme
Various games around the room
	7:45pm
	
	Y
	RPSE was ok but the games were a hit

	Friday session finishes

	15. 
	Set up for next days play and speakers and panelists 
	Concurrently to the fellowship activities
	Program/Ent Chair & Co Chair and others???
	Y
	

	16. 
	Help hospitality tidy up
	??
	
	Y
	




	
June 7 Saturday Day 2 of Round Up 


	Task #
	Task Description
	Date/Time
	Person/Team responsible
	Complete Y/N
	Notes

	1. 
	Program Chair and Co Chair Arrive
	7am
	Program/Ent Chair & Co Chair
	Y
	

	2. 
	Open physical doors and greet attendees
	7:45am
	Program/Ent Chair & Co Chair
	Y
	

	3. 
	Registration activities 
	7:45am
	
	Y
	

	4. 
	Direct Run/Walk folks to marshalling area
	7:45am
	Program/Ent Chair & Co Chair
	Y
	

	5. 
	Direct Meditation Participants to their area
	7:45am
	Program/Ent Chair & Co Chair
	Y
	

	6. 
	Run/Walk, Meditation & Yoga begin
	9am
	Program/Ent Chair & Co Chair
	Y
	See notes from step 5

	7. 
	Speaker and Panelists check in at registration
	9:00
	Anne
	Y
	

	8. 
	Start the assembly as per agenda
	9:15am
	All
	Y
	

	9. 
	
	
	
	
	

	Saturday session finishes

	10. 
	Help hospitality tidy up
	??
	Host Comm, it was anyone we could grab
	Y
	






	Lessons Learned

	Task #
	Task Description
	Date/Time
	Person/Team responsible
	Complete Y/N
	Notes

	1. 
	Review the feedback from the survey
	??
	Committee
	Y
	

	2. 
	Review the feedback from the committee
	??
	Committee
	Y
	

	3. 
	Make recommendations
	??
	Committee
	Y
	

	Done!!! 😊



First Aid kit location – Pastors Room
Wi-Fi - DLink-0515
Password-183p0rtlanD


Main room configuration
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