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      Colorado College Goal Sunday 

    Event Schedule
This Event Schedule is for planning purposes only.  The schedule will vary depending on the size and location of your event.  


12:30 – 1:00
 

· Site Coordinator(s) arrive. 

· Introduce yourself to site staff – any special requirements/issues?  

· Establish volunteer area where volunteers can leave personal items and where you can store supplies and equipment.  

1:00

· Volunteers arrive.  
· Pre-event meeting:   See “Volunteer Information Sheet” which you sent in advance or allow enough time today to review.   Welcome, introductions, hand out shirts,  name tags, review assignments and logistics (bathrooms, exits, water fountain, food, etc), overall event plan (advising, quick questions, computer room) and importance of collecting the Survey  (submit survey before getting scholarship raffle), scholarship process.  Complete Volunteer Survey at end of event.   If media arrives, what is the plan? 

· Place banners, directional signs and posters accordingly. 

· Setup and test presentation equipment if applicable. 

· Setup tables: registration, scholarship, advising, quick question, food, etc. with appropriate materials

1:45


· Early arrivals.  Be ready! Volunteers at respective assignments.   

2:00 – 4:00

· Greet attendees at door or Registration Table.  Give folder and offer options (computer room, quick questions, advising/presentation).  Mention food, survey, scholarship process.  

· Computer Room.  Give overall instruction (if big enough group) otherwise individual advising.

· Quick Questions.  A table for quick questions may help control the flow of participants, especially at larger sites.
· Group Presentation.  This is ideal for a large crowd.  A presenter (it’s imperative that you have a GOOD presenter) introduces him/herself and advisors.   Goal of CGS = free financial aid information.  Provide overview  (length of time presentation will take, questions will not be answered by him/her, but by advisors who “float” the crowd – raise your hand with a question, bathrooms,  surveys, scholarship process, where to follow up  with  FAFSA questions.   Direct folks to Survey/Scholarship Table where they will submit Survey and pick up Scholarship Raffle form.  THANKS FOR COMING!
AND/OR
· Individual/small group meetings.  This is the ideal setting for our target population.   Round tables where an advisor meets with one, 2 or 3 families to review the FAFSA.  These tables and settings are often found in the cafeteria or library of our sites.  Review the FAFSA with the Worksheet and then forward families to the Computer Room if there is time.  Or, direct folks to Survey/Scholarship Table where they will submit Survey and pick up Scholarship Raffle form.  THANKS FOR COMING!
4:00-5:00

· Clean Up.   Collect materials, and clean up accordingly.  
· Give volunteers instructions regarding evaluation process. 
· Scholarship drawing is at 4:10 after all entries are collected.  Draw and announce scholarship winner.  If not present phone now or later in the evening.  
· Thank volunteers and remind them to keep their tee shirts.  See you next year! 

· Store materials (banner, directional signs, etc) until next year.  You WILL volunteer to be a Site Coordinator next year, right?  
Thank You!  Thank You!  Thank You!

Colorado Students Thank You!

