UTSME Seminar Event
Date: Tentatively March 5th/6th @ lunch (~12-1pm)

Speaker: Jackie and Godmans to search for academically focused speaker

Need team of available Execs who will help deliver the event.

	
	Jan 28       

	29
	30
	31
	Feb 1
-Deadline for Jackie to decide on which speakers to approach

-Jackie to email group for opinions
	2

	3

	4
-Jackie to contact
speakers

	5
	6
	7
	8
-Jackie to have finalized a speaker
-Jackie to email group on status of speaker search

	9

	10

	11
-Deadline for Jackie to have confirmed speaker

	12
-Team/ Aditya to formulate email Ads with 

	13
-
	14
Aditya’s first wave of mass emails
	15
-Rophina to book Seminar Room 

-Team/ Aditya  to formulate poster Ads
	16

	17

	18
-Wilson to purchase drinks and masking tape

	19
-Catherine to purchase gift for speaker (Gift Card?)
	20
-Aditya’s second wave of mass emails 
	21
-Rophina to  look into ordering food: suggest options to group
	22
	23


	24
-Godmans to bring drinks downtown

	25
-Wilson to run off photocopies of Ads
	26
-Lisha/ Wilson/ Godmans to put up Ads and posters and Plasma Display
	27
-Christopher makes class announcements 

-Accept signups via email

(Alex)
	28
-Post seminar Ads on CCNET bulletin boards

-Rophina to put in food order
	29
-Team meeting: run through of event

-Jackie to email a reminder to our speaker
	Mar 1

	2

	3
-Alex to send list of attendees to group 

	4
	5
Event
	6

	7
	


