
Event Planning Timeline 2009 San Diego Science Festival
April 2008 (11 months)

· SDSF team visits the Cambridge Science Festival to gather ideas and advice (4/25 – 4/30)
· Sponsorship and Collaborator meetings continue (and will continue throughout planning phase)
May 2008 (10 months)

· Layout for the Expo event created
· Expo event insurance obtained
· Expo event contractor needs are determined and RFP is drafted (tents, electrical, security, trash and cleaning)
· Expo event permit is prepared for June meeting with the Balboa Park Committee
· Meetings with all affected Balboa Park Institutions to determine best level of participation
· Prepare traffic plan for Expo event
· Continue to approach institutions to increase participation in Nifty Fifty program
· Continue to approach institutions to add programming to Discovery Week
June 2008 (9 months)

· SDSF team presents the event plan to the Balboa Park Committee for Venue approval (6/5) for Expo
· Marketing plan is developed- plan to include marketing for Science Month, Discovery Week and Expo
· Venue development- Determine that all event elements for Discovery Week have appropriate venue and materials. 
· Complete event permit process with the City of San Diego for Expo event
· Complete event permit process with the Permitting Center for Expo event
· Expo event venue walk-through
· Review of all scheduled event elements to confirm that Science Month, Discovery Week and Expo Weekend have a broad level of activities that will draw all audiences. 
July 2008 (8 months)

· Begin monthly marketing meetings- agenda to include marketing topics for Science Month, Discovery Week and Expo.  
· Incorporate marketing plan into sponsor opportunities
· Long lead press releases are written and distributed
· Continue venue development for Festival Programs
August 2008 (7 months)

· Determine all signage for Expo and begin design
· Determine types of signage needed for individual Festival Signature events and begin design
· Determine all printed materials and begin design
September 2008 (6 months)

· Expo event contractors are selected – initial meetings with all event contractors are conducted.  On-site meetings are conducted as needed.  
· Determine if any contractors are needed for any specific Festival Signature Event and group services.  
· Work with schools to schedule all Nifty Fifty school visits
October 2008 (5 months)

· Prepare Sponsor recognition gifts
· Prepare Collaborator recognition
November 2008 (4 months)

· Create Evaluation Plan
· Call scheduling departments for all dignitaries to request presence at the Sponsor Recognition Event
December 2008 (3 months)

· Conduct on-site meetings with all Expo event contractors
· Develop volunteer plan and staffing plan to ensure that all elements have adequate staffing and representation from SDSF
January 2009 (2 months)

· All events are closed to new sponsors
· Sponsor fulfillment grid is created and incorporated into event plan
· Event planning grid with all events and all roles is created and distributed including responsibilities of each individual 
· Have signage printed
· Have all printed materials prepared and begin distribution
· Send invitations to all sponsors and collaborators for recognition dinner
· Confirm all school activities for Nifty Fifty and Science on the Mesa
· Meet with all Nifty Fifty participants to confirm content for school visits
February 2009 (1 month)

· Confirm all event details with all participants 
· Confirm event layout for Expo (2/1)
· Confirm all venues
· All press released are created and distribution beings (distribution to continue throughout the event)
March 2009 (Event in Progress)

· Festival Events in Production

April 2009 (Post-Event)

· Science Expo (4/4)

· Wrap up meetings with Sponsors and Collaborators
· Post-production meetings with City of San Diego and Balboa Park Institutions
· Internal event review

