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	GET INTO ENERGY PLANNING BY CATEGORY GUIDE  & TIMELINE

	LOGISTICS
	TIMEFRAME
	CONFIRMED

	Camp Details
	 
	 

	Date Set
	6 months-year prior
	 

	Location Set/Facility Confirmed
	6 months prior
	 

	Time/Daily Schedule Set
	5 months prior
	 

	Room Name (s) Identified
	4 months prior
	 

	Drop of/Pick up Location Determined
	4 months prior
	 

	Audio visual  needs confirmed
	3 months prior
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Camp Partners
	 
	 

	Hosting Partner
	6 months-year prior
	 

	Contact 
	6 months-year prior
	 

	School Partner
	6 months-year prior
	 

	Contact
	6 months-year prior
	 

	Utility or Power Partner
	6 months-year prior
	 

	Contact
	6 months-year prior
	 

	 
	 
	 

	 
	 
	 

	Budget
	 
	 

	Develop budget (sample)
	6 months - year prior
	 

	Assess expenses
	monthly
	 

	 
	 
	 

	 
	 
	 

	Camp Staff
	 
	 

	Engage Coordinator 
	6 months-year prior
	 

	Determine Head Counselor
	6 months prior
	 

	Determine Asst. Counselor 
	6 months prior
	 

	Engage Support staff
	3 months prior
	 

	Determine Jr. Counselor
	4 months prior
	 

	Identify and recruit Guest Facilitators/Professors
	4 months prior
	 

	(Utility) Identify and recruit Guest Professionals (4-6) to explain different jobs
	2 months prior
	 

	Recruit University engineering students (2-3)
	2 months prior
	 

	Confirm all logistics w/professionals
	1-2 weeks prior
	 

	 
	 
	 

	 
	 
	 

	
	
	

	
	
	

	Camper Description
	6 months-year prior
	 

	Target grade level
	6 months-year prior
	 

	Maximum Number of Students
	6 months-year prior
	 

	School Partner
	6 months-year prior
	 

	Contacts
	6 months-year prior
	 

	 
	 
	 

	Registration
	 
	 

	Develop/customize flyer (sample provided) Include permission for photos and evaluation
	5 months prior
	 

	Designate person to distribute and process registrations
	6 months prior
	 

	Date to distribute flyers
	3-4 months prior
	 

	Registration Deadline (set early enough to order tee shirts)
	3-4 weeks prior
	 

	Create Registration List (Sample_
	2 weeks prior
	 

	Keep registration forms for access to emergency contact info during camp
	During camp
	 

	 
	 
	 

	 
	 
	 

	Set-up/Clean-up
	 
	 

	Determine access to space
	2 months prior
	 

	Reserve date for set up (day before)
	2 months prior
	 

	Staff available for set up
	1 week prior
	 

	Confirm audio-visual is functioning properly
	1 week prior
	 

	Confirm time and staff available for clean up
	1 month prior
	 

	 
	 
	 

	 
	 
	 

	Agenda
	 
	 

	Confirm Agenda (see sample)
	6 months prior
	 

	Contact faculty by phone to confirm logistics and supplies for each session
	2 months prior
	 

	Purchase or locate Circuit Kits; Confirm batteries
	1 month prior
	 

	 
	 
	 

	 
	 
	 

	Experiments/Activities
	 
	 

	Determine experiments for each learning module.  
	4-6 months prior
	 

	Purchase supplies and perform each experiment (preferably with target age students(s)
	3-4 months prior
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Supplies
	 
	 

	[bookmark: _GoBack]Order and purchase Usborne Energy Book (do this early; printed on demand)
	4 months prior
	 

	Finalize supply list with teacher based on experiments (Refer to Master Materials List)
	3 months prior
	 

	Purchase supplies
	1 month prior
	 

	Determine who is prepping supplies
	 
	 

	Assemble experiment kits
	1-2 weeks prior
	 

	Purchase perishable supplies
	1 week prior
	 

	 
	 
	 

	Evaluation
	 
	 

	Develop evaluation tool - student survey (consider on-line options)
	2 months prior
	 

	Administer evaluation
	last day of camp/lunchtime
	 

	 
	 
	 

	Meals
	 
	 

	Purchase Snacks: Variety of granola bars, fresh fruit, crackers (and serving containers as necessary)
	1-2 weeks prior
	 

	Provide water or purchase water bottles; Determine need for ice and cooler
	1 week prior
	 

	Order lunches
	1-2 weeks prior
	 

	Purchase other items: Plates, napkins, plastic forks as needed, hand sanitizer
	1-2 weeks prior
	 

	 
	 
	 

	Field trips
	 
	 

	Determine field trip locations
	4-6 months prior
	 

	Confirm dates and times with locations
	4-6 months prior
	 

	Reserve bus transportation (air conditioned if available)
	3 months prior
	 

	Send all pick-up and drop-off information to bus company
	1 month prior
	 

	Confirm logistics
	1 week prior
	 

	 
	 
	 

	 
	 
	 

	Tee-shirts
	 
	 

	Design tee-shirts (use Get into Energy logo)
	3 months prior
	 

	Pull sizes from registration forms; Order Tee-shirts
	3-4 weeks prior
	 

	Consider staff shirts (polos?)
	2 months prior
	 

	Pick up shirts
	1 week prior
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