St. Clair High Student Council

PLANNING GUIDE FOR: Mock Awards [Camille’s Team]
☼- Task is completed.
3 Months Before:  (DECEMBER)

	
	Task
	Person(s) Responsible

	☼
	Select Date
	Camille

	☼
	Select mock categories
	Morgan

	
	Create a flow chart for the evening
	Team

	
	Decide upon decoration scheme (especially to hide ugly speakers)
	Rebecca

	☼
	Make preliminary mock ballot
	Morgan

	☼
	Distribute Preliminary ballot
	Morgan 

	☼
	Collect and count preliminary ballot
	Morgan


2 Months Before:  (JANUARY)
	
	Task
	Person(s) Responsible

	☼
	Design Invitations
	Rebecca

	
	Design Tickets
	Rebecca

	☼
	Copy preliminary mock ballot
	Morgan

	☼
	Write a script out line for awards 
	Mark

	
	Order tickets
	Rebecca

	
	Fill out press release form for publicist
	Mark

	☼
	Schedule auditorium (fill out building use form)
	Mark

	
	Fill out treasurer’s report
	All


6 Weeks Before:  (WEEK OF FEBRUARY 9)
	
	Task
	Person(s) Responsible

	
	Look for presenters from student body
	Mark

	
	Order Invitations 
	Rebecca

	
	Get a masters of ceremonies 
	Mark

	☼
	Make finalist ballot (top 5 guys & girls)
	Morgan

	
	Order decorations
	Rebecca

	☼
	Contact channel 6 to tape
	Morgan

	☼
	Copy finalist ballot
	Camille

	☼
	Distribute finalist ballot
	Morgan

	
	
	

	
	
	


4 Weeks Before:  (WEEK OF FEBRUARY 16)
	
	Task
	Person(s) Responsible

	☼
	Count finalist ballots to determine winners
	Morgan

	☼
	Make a master list of award winners
	Morgan

	
	Design certificates
	Mark

	
	Mail Invitations to top 3 nominees
	Morgan

	
	Make a CD play list- select appropriate music for each category
	Rebecca

	
	Secure sound system on date of show
	Rebecca

	☼
	Order trophies for award winners
	Morgan

	
	Take pictures of top 3 male & female nominees
	Rebecca

	
	
	


3 Weeks Before:  (WEEK OF FEBRUARY 23)

	
	Task
	Person(s) Responsible

	☼
	Give list of nominees to invitations group
	Morgan

	
	Type and layout program
	Mark

	
	Add pictures to power point show
	Rebecca

	
	Borrow a podium
	Mark

	
	Get a big screen to show power point show on
	Rebecca

	
	Print certificates
	Mark


2 Weeks Before:  (WEEK OF MARCH 2)
	
	Task
	Person(s) Responsible

	
	Assign presenters to each award
	Mark

	
	Purchase decorations
	Rebecca

	
	Remind channel 6 to tape
	Morgan

	
	Remind photographer about taking pictures
	All [I from each committee]

	
	Have entire show approved by Eb 
	Camille, Mark, and Rebecca

	
	Have people to run lights
	Mark


	
	Have people to run sound system
	Rebecca

	
	Burn a CD to play
	Rebecca

	
	Get ushers
	Morgan


1 Week Before:  (WEEK OF MARCH 9)
	
	Task
	Person(s) Responsible

	
	Send a reminder to presenters/workers 3 days in advance
	Mark/Morgan

	
	Pick up tickets
	Rebecca

	
	Get people to pass out programs at the door
	Mark

	
	Cash box for sales @ the door from Camille
	Morgan

	
	Arrange for ticket sales people
	Morgan

	
	Copy program
	Mark

	
	Assemble program
	Mark

	
	Check all awards & certificates for accuracy when they arrive 
	Morgan

	
	Buy water for MC’s
	Mark

	
	
	


The Day Before:  (MARCH 18)
	
	Task
	Person(s) Responsible

	
	Deliver screen to auditorium
	Rebecca

	
	Final checks of EVERYTHING!!!
	ALL

	
	
	


The Day Of:  (MARCH 19)
	
	Task
	Person(s) Responsible

	
	Have tech committee setup sound system, power point, lights, etc.
	Rebecca

	
	Clickers
	Rebecca

	
	Set up background scene to take pictures
	Rebecca

	
	Arrange awards on awards table
	Morgan

	
	Deliver awards to auditorium
	Morgan

	
	Deliver programs to auditorium
	Mark

	
	Setup decorations
	Rebecca

	
	Test sound system, lights, power point
	Rebecca

	
	Section off reserved seating
	Mark

	
	Run all equipment for rehearsal & show
	Mark and Rebecca

	
	Set up screen
	Rebecca

	
	
	


Immediately After:  (MARCH 19)
	
	Task
	Person(s) Responsible

	
	Tear down 
	ALL

	
	Take sound system to school after show
	Rebecca

	
	Take power point equipment to school after show
	Rebecca

	
	Take big screen to school after show
	Rebecca

	
	
	

	
	
	


One Week After:  (WEEK OF MARCH 23)
	
	Task
	Person(s) Responsible

	
	Write thank-yous to ushers, presenters, tech people, people working at door, etc.
	ALL – depending on sector

	
	Evaluate 
	ALL

	
	Pictures of those who were not there
	Morgan

	
	
	

	
	
	


