
CHECKLISTS 


FOR 


YLF TASKS

On the following pages are checklists for all major tasks required to produce a YLF.  They are organized under Task Forces named for the major task categories.  The first page lists the Task Force Categories and serves as an index for the checklists.

 (REVISED 4/2008 and 9/2009)

 YLF WORK GROUPS/TASKS CATEGORIES

(The 7 Work Groups, B through H, Report to the YLF Steering Committee Co-Chairs) 
	  WORK GROUP/TASKS TO BE COMPLETED
	LEAD 
	MEMBERS

	A. ADMINISTRATION/OPERATIONS/STEERING COMMITTEE: 

TASK- (and task group leads)


A-1  Core Planning/Operations


A-2  Finances (Budget Preparation, Fund Raising Oversight; Payments; Gift Bags/Donor Solicitations)

           (Friends, Inc)


A-3  Summary Report 


A-4Press and Publicity 


A-5  Program Evaluation (CHIIP)

 
	
	

	B. PROGRAM ACTIVITIES:


TASK- 


B-1    Program Presenters (select & invite)

     B-2    Student Workbook/Facilitators Guide

     B-3    Resource Binders/CDs (compile materials)


B-4    Mentors Networking Luncheon 


B-5    Talent Show


B-6    Dance


B-7    Capitol Activities (Gov. Off. & Legislative Visits)


B-8    Opening/Closing Sessions


B-9    Technology Exhibit/Resource Fair

           B-10   Schedule Coordinator/Timekeeper/Setup
	
	

	C. STUDENT DELEGATE (SELECTION & FOLLOW-UP):

TASK- 


C-1  Student Recruitment & Selection


C-2  Student Follow-Up/Alumni 
Alliance

             C-3 Community Activities (Post YLF) 
	
	

	D. PERSONNEL:


TASK- 


D-1  Counseling Staff/On-Site Volunteers (select)


D-2  Support Services/Accommodations (schedule)


D-3  First Aid Station


D-4  Security/Safety




	
	

	E/F.
LOGISTICS(FACILITIES/MATERIALS/SUPPLIES):


TASK- 


E-1  Campus (schedule site/oversee logistics)


E-2  Capitol & Mentors Luncheon Sites 


E-3  Transportation (schedule)


E-4  Dorm Oversight/Daily Set-up & Clean-up


E-5  Audio-visual/Photography/



Video/Music

      E-6  End of Forum Clean Up and Check-Out

 
F-1  Purchase of Misc. Souvenir Items

  

(T-shirts, Mugs, Bags)

      F-2 
 Assembly of Gift Bags/Resource

            Binders/CDs


F-3  Miscellaneous Support Tasks (Pre/post Forum)
	
	

	G. OUTREACH:

      H-1 Develop plan for YLF outreach

H. SUSTAINABILITY:

            H-1  Develop plan for YLF capacity building &

             continuation (financial and personnel resources)
	
	



ADMINISTRATION/OPERATIONS:


(A-1) CORE PLANNING AND OPERATIONS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE (CHAIR & STAFF)


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Select Core Planning Task Force to develop and oversee program and operations


	
	
	
	

	2.
	Invite Core Planning Task Force members to initial meting (be telephone).


	
	
	
	

	3.
	Send confirming letter to Core Planning Task Force for initial meeting.


	
	
	
	

	4.
	Review similar/previous programs at initial meeting and make program recommendations to Program Task Force.


	
	
	
	

	5.
	Schedule subsequent meeting(s) to coordinate operations and hear reports from all Task Force Chairs.


	
	
	
	

	6.
	Select task groups to reflect all project responsibilities.


	
	
	
	

	7.
	Develop task check-lists for every Task Force


	
	
	
	

	8.
	Select Task Force Chars to coordinate all required tasks.


	
	
	
	

	9.
	Assign (GCEDP) staff person to assist each Task Force Chair


	
	
	
	

	



ADMINISTRATION/OPERATIONS:


(A-1) CORE AND PLANNING AND OPERATIONS TASK FORCE, cont.

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	10.
	Task Force Chairs (and staff convene regularly (until forum) to complete all tasks on their check-lists.


	
	
	
	

	11.
	After forum is conducted, convene follow-up evaluation meeting to review all administrative tasks (See Task Forces Number A-2 through A-5)


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





ADMINISTRATION/OPERATIONS:


(A-2) FINANCES/FUND RAISING/PAYMENTS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Prepare YLF overall budget (with specific Task Force Chair’s input).


	
	
	
	

	2.
	Develop funding request packet based on previous program.


	
	
	
	

	3.
	Compile donor list and send new request packet.


	
	
	
	

	4.
	Obtain new leads for solicitation and send funding requests.


	
	
	
	

	5.
	Conduct follow-up with potential donors.


	
	
	
	

	6.
	Revise/tailor request packet as necessary and disseminate as necessary.


	
	
	
	

	7.
	Request local support through Community/Mayors’ Committees (if possible).


	
	
	
	

	8.
	Develop system for approval and payment of invoices.


	
	
	
	

	9.
	Develop system for approval and payment of invoices.


	
	
	
	

	10.
	Develop master accounting form for all expenditures – update continually.


	
	
	
	

	11.
	Prepare contracts for each individual being paid for any service.


	
	
	
	



ADMINISTRATION/OPERATIONS:


(A-2) FINANCES/FUND RAISING/PAYMENTS TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	12.
	After forum, prepare summary of all income and expenses.


	
	
	
	

	13.
	Prepare and mail thank you letters to all financial sponsors (when donation is received).


	
	
	
	

	14.
	Prepare second thank you letter after forum (advising on success of forum).


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





ADMINISTRATION/OPERATIONS:


(A-3) SUMMARY REPORT TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Select individual to record forum events as they occur.


	
	
	
	

	2.
	Develop written report from program, including activities of special interest.


	
	
	
	

	3.
	Include photographs of the event in written report.


	
	
	
	

	4.
	Include student delegate, peer counselor, and presenter comments in report.


	
	
	
	

	5.
	Distribute report to corporate sponsors and other interest groups/individuals.  Also, send to student participants, volunteers, paid staff, presenters, and others who support forum.


	
	
	
	

	
	
	
	
	
	

	.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





ADMINISTRATION/OPERATIONS:


(A-4) PRESS/PUBLICITY TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Develop fact sheet on YLF based on previous event with any changes.


	
	
	
	

	2.
	Request assistance from YLF partners

(volunteer or staff)

to assist with press coverage.


	
	
	
	

	3.
	Develop news release with information packet for Capitol Press Corps – and for Community/Mayors Committees.  Distribute 3 weeks out.  Preliminary.


	
	
	
	

	4.
	Develop news release packet – follow – up to be hand delivered to Capitol Press Corps.  Invite them to State Capitol event.


	
	
	
	

	5.
	Ensure a time slot at State Capitol for media interviews – FIRM.


	
	
	
	

	6.
	Assemble press kits and have on hand at interview session.


	
	
	
	

	7.
	Take program time to educate participants about media coverage.


	
	
	
	

	8.
	Arrange “Spirit Yell” or other video news/photo OP at interviews.


	
	
	
	

	9.
	Arrange Presenters’ and Officials” interviews (CKB, or committee members, etc.)


	
	
	
	

	
	
	
	
	
	



ADMINISTRATION/OPERATIONS:


(A-4) PRESS/PUBLICITY TASK FORCE continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	10.
	Arrange communications office videotaping of news interviews.


	
	
	
	

	11.
	Arrange communications office videotaping entire YLF marketing and souvenir videos.


	
	
	
	

	12.
	Conduct Post-Event-Publicity, including statewide news release and packets to Community-Mayor’s Committees.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





ADMINISTRATION/OPERATIONS:


(A-5) PROGRAM EVALUATION TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Prepare survey for student participants to complete prior to YLF.


	
	
	
	

	2.
	Prepare post-forum survey to be completed after forum.


	
	
	
	

	3.
	Tally results of both surveys.


	
	
	
	

	4.
	Prepare summary evaluation.


	
	
	
	

	5.
	Approximately one-year after participating, conduct follow-up survery of delegates.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





PROGRAM ACTIVITIES:


(B-1) PROGRAM PRESENTERS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Evaluate suggested program presenters.


	
	
	
	

	2.
	Select presenters for each schedule component.


	
	
	
	

	3.
	Select program presenter alternates for each component.


	
	
	
	

	4.
	Prepare one roster listing preferred presenters, alternates, with addresses, telephone, and FAX numbers


	
	
	
	

	5.
	Telephone preferred presenters and invite; request special a/v needs.


	
	
	
	

	6.
	Prepare and mail confirming letters to all presenters (and include travel coordinator’s phone #).


	
	
	
	

	7.
	Follow-up by telephone to confirm presentation.


	
	
	
	

	8.
	2nd follow-up by telephone to reconfirm and note any changes.


	
	
	
	

	9.
	Prepare thank you letters for all presenters.


	
	
	
	

	10.
	Mail thank you letters for all presenters.


	
	
	
	

	NOTES

News release packet includes:  News Release, Fact Sheet, participant list (students’ names, schools, cities) and available photos.





PROGRAM ACTIVITIES:


(B-1) PROGRAM PRESENTERS TASK FORCE continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	11.
	Select facilitator(s) to oversee/coordinate program on-site.


	
	
	
	

	12.
	During staff orientation, review which small groups are assigned to have students  introduce program presenters. 


	
	
	
	

	13.
	Confirm facilitator(s) in written letter (and include travel coordinator’s telephone number).


	
	
	
	

	14.
	Assign on-site staff to greet and assist presenters.


	
	
	
	

	15.
	Prepare program schedule listing presenters and on-site staff assistants.


	
	
	
	

	16.
	Assign small groups responsible for selecting student participants to introduce all presenters.


	
	
	
	

	17.
	Prepare written “Student Program/Schedule Workbook”.


	
	
	
	

	18.
	Duplicate Program (in all required formats, including print, large print and Braille).


	
	
	
	

	19.
	Prepare written “Facilitator” Guide”, companion for student workbook for all staff.


	
	
	
	

	20.
	Prepare all other related written material, including Staff Orientation Agenda.


	
	
	
	



PROGRAM ACTIVITIES:


(B-2) MENTORS LUNCHEON TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Select off-campus location for mentors luncheon and have Task Force E-2 schedule (Facilities/Logistics: Hotel/Restaurant).


	
	
	
	

	2.
	Develop list of invitees for luncheon (about 150 guests), including primarily “mentors”, plus community dignitaries.


	
	
	
	

	3.
	Mail invitation letters to all guests, with explanation sheet on what they are to do at the luncheon.


	
	
	
	

	4.
	Confirm by telephone those selected to attend luncheon as guests.


	
	
	
	

	5.
	Prepare name badges and identifying ribbons (VIP) for all guests.


	
	
	
	

	6.
	Inform guests that they must interact with the student participants and discuss their careers and possible resources.


	
	
	
	

	7.
	Assign facilitator for every table with student delegates (to lead career discussions).


	
	
	
	

	8.
	Develop specific outcome expectations to accomplish during luncheon session (not presentation component), and delineate in an instruction sheet for delegate program ( and all counselors and staff).


	
	
	
	

	



PROGRAM ACTIVITIES:


(B-2) MENTORS LUNCHEON TASK FORCE continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	9.
	Prepare appropriate welcome sign and several “RESERVED” signs.


	
	
	
	

	.
	
	
	
	
	

	
	
	
	
	
	

	.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



PROGRAM ACTIVITIES:


(B-3) TALENT SHOW TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Distribute survey/interest form to all students (regarding performance they want to do).  (Give form to talent show coordinator.)


	
	
	
	

	2.
	Conduct rehearsals for all acts for talent show.


	
	
	
	

	3.
	Develop group acts for al student delegates not choosing to perform individually.


	
	
	
	

	4.
	Assign volunteer staff to set for talent show.


	
	
	
	

	5.
	Bring musical instruments, costumes and props to forum site.


	
	
	
	

	6.
	Conduct talent show.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





PROGRAM ACTIVITIES:


(B-4) SCHEDULE COORDINATOR/TIMEKEEPER TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Review program regarding timekeeper responsibilities.


	
	
	
	

	2.
	Prepare flash cards to alert speakers (3 minutes, 2 minutes, 1 minute).


	
	
	
	

	3.
	Assist program presenters by advising all of schedule and time


	
	
	
	

	4.
	Oversee posting of daily schedule in large print.


	
	
	
	

	5.
	Oversee maintenance of bulletin board for updates on schedule and announcements.


	
	
	
	

	6.
	Conduct talent show.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



PROGRAM ACTIVITIES:


(B-5) DANCE SHOW TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Obtain services of deejay.  Schedule and prepare contract.


	
	
	
	

	2.
	Purchase decorations – balloons, streamers, tablecloths, plates, napkins, cups.


	
	
	
	

	3.
	Schedule volunteers to serve refreshments.


	
	
	
	

	4.
	Schedule chaperone.


	
	
	
	

	5.
	Schedule door monitors


	
	
	
	

	6.
	Order refreshments for delivery (pizza).


	
	
	
	

	7.
	Purchase drink and miscellaneous refreshments.


	
	
	
	

	8.
	Conduct clean-up.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



PROGRAM ACTIVITIES:


(B-6) CAPITOL ACTIVITIES TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Contact State Capitol tour guides/docents and schedule 3 guides (for 3 groups).


	
	
	
	

	2.
	Assign 3 small groups (with balance of types of disabilities).


	
	
	
	

	3.
	Give group lists to staff (to be included with orientation materials).


	
	
	
	

	4.
	Send confirmation letter to tour guides/docents. 


	
	
	
	

	5.
	Telephone reminder to tour guides/docents


	
	
	
	

	6.
	Schedule Governor’s Office for presentation (Governor’s Council Room).


	
	
	
	

	7.
	Schedule West Steps of Sate Capitol (with all appropriate permits).


	Charlie
	July 1
	
	

	8.
	Coordinate Governor’s Office presentation with Program Presenters Task force and Press and Publicity Task Force.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



PROGRAM ACTIVITIES:


(B-7) WELCOME/RECREATION TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Select Welcome Coordinator.


	
	
	
	

	2.
	Together with recreation coordinator identify activities for recreation/leisure as students arrive.


	
	
	
	

	3.
	Obtain permission for recreation equipment.


	
	
	
	

	4.
	Purchase necessary equipment/supplies.


	
	
	
	

	5.
	Select individuals for on-site welcome (as students arrive).


	
	
	
	

	6.
	Greet student participants on arrival.


	
	
	
	

	7.
	Oversee leisure/recreation activities with students during scheduled “free time.”


	
	
	
	

	8.
	Coordinate delegate photo taking session and prepare and post small group photo posters.


	
	
	
	

	9.
	Oversee showing of appropriate open captioned videos during evening “free” recreation time.


	
	
	
	

	10.
	Maintain computer/resource room


	
	
	
	

	
	
	
	
	
	

	



PROGRAM ACTIVITIES:


(B-8) CAMPUS TOUR TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Telephone campus to schedule tour.


	
	
	
	

	2.
	Prepare list of tour guides (3 small groups).


	
	
	
	

	3.
	Send confirmation letter to tour guides.


	
	
	
	

	4.
	Telephone tour guides to discuss purpose of tour.


	
	
	
	

	5.
	On day of tour, oversee departure of small groups.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



PROGRAM ACTIVITIES:


(B-9) CLOSING SESSION/VIDEO TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Develop concept and script for closing session video


	
	
	
	

	2.
	Assign staff to produce video.


	
	
	
	

	3.
	Obtain individual photos of all participants (for video).


	
	
	
	

	4.
	Prior to forum, film most of video.


	
	
	
	

	5.
	During first days of forum, take still photos and video film to add to video.


	
	
	
	

	6.
	Produce final video.


	
	
	
	

	7.
	Show video as final event at forum.


	
	
	
	

	8
	IMPORTANT!  To be most effective, video must be a surprise for all student participants – do not let them know about it until it is actually shown..


	
	
	
	

	9.
	REMINDER!  Open-caption and audio describe video!


	
	
	
	

	10.
	Coordinate all check-out activities (prior to the closing session video).


	
	
	
	

	11.
	Coordinate special closing presentations by small groups (prior to final activity – video).


	
	
	
	

	



STUDENTS DELEGATES:


(C-1) STUDENT SELECTION TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Prepare application form for students.


	
	
	
	

	2.
	Prepare “eye catching” cover sheet to recruit students and  explaining application process 


	
	
	
	

	3.
	Prepare cover memo explaining application process (for adults recruiting students).


	
	
	
	

	4.
	Prepare cover letter for adult recruiters (from GCEDP Chair) and mail with application packets to all public and private high schools.


	
	
	
	

	5.
	Select adult recruiter contacts (community/mayors’ committee chairs plus others in non-represented communities).


	
	
	
	

	6.
	Prepare roster of adult recruiter contacts (with addresses and telephone numbers).


	
	
	
	

	7.
	Receive student application packets at staff office.


	
	
	
	

	8.
	Send confirming letters to students (verifying receipt of packets.)


	
	
	
	

	9.
	Prepare roster of applicants recruited, noting gender, age, ethnicity, disability, and location.


	
	
	
	

	



STUDENT DELEGATES:


(C-1) STUDENT SELECTION TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	10.
	Pre-screen applicants and select finalists;  send information on finalists to community/mayor’s committees (or other partners) to interview applicants 


	
	
	
	

	11.
	Convene a task group to select students and prepare written roster which also list alternates (all students who meet the criteria).


	
	
	
	

	12.
	Notify selected students by letter. Include a form for them to sign and return by a specified date to confirm their attendance.


	
	
	
	

	13.
	Telephone all selected students who miss the confirmation form due date to confirm they will not attend.


	
	
	
	

	14.
	Notify alternate students (as needed) in writing, including confirmation form and due date.


	
	
	
	

	15.
	Send letters to adult recruiters notifying them which students were selected (from their recommendations).


	
	
	
	

	16.
	After selected delegates return their confirmation forms, send them all other required pre-forum forms and informational materials (e.g., medical information form, talent show form, etc.).


	
	
	
	

	
	
	
	
	
	

	



STUDENT DELEGATES:


(C-2) STUDENT FOLLOW-UP/ALUMNI ASSOCIATION TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Maintain master roster of all YLF alumni.


	
	
	
	

	2.
	After forum, send letter to all participants (include copy of closing session video if not available at end of YLF).


	
	
	
	

	3.
	30 days after YLF, mail to each alumni their “Letter to Myself” listing their goals and commitments.


	
	
	
	

	4.
	Assist alumni in developing a newsletter to share resource information.


	
	
	
	

	5.
	Correspond with student delegates through newsletter and e-mail Listserve.


	
	
	
	

	6.
	Invite selected student delegates to participate in subsequent forums as staff.


	
	
	
	

	7.
	Invite selected student delegates to assist in developing and maintaining an Alumni Association.


	
	
	
	

	8.
	Within one year after YLF, send a follow-up survey to delegates and compile results.


	
	
	
	

	9.
	Create an e-mail listserve only for YLF alumni and staff and invite all to join.


	
	
	
	

	
	
	
	
	
	

	



STUDENT DELEGATES:


(C-3) COMMUNITY ACTIVITIES (POST YLF) TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Assist Community/mayors’ committees or other YLF partners in developing follow-up community events/banquets to celebrate “graduation” of student delegates (i.e., completion of forum).


	
	
	
	

	2.
	In regional areas, promote two-day YLF post-forum sessions/- workshop(s) for student delegates and other disabled students who demonstrate leadership potential (but did not attend forum).


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



PERSONNEL:


(D-1) STAFFING TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Develop job descriptions with criteria and expertise required for each identified role.


	
	
	
	

	2.
	Develop application form (for job positions).


	
	
	
	

	3.
	Develop list of individuals to target for recruitment.


	
	
	
	

	4.
	Send application to targeted individuals.


	
	
	
	

	5.
	Meet with task force chair to select volunteers for each position.


	
	
	
	

	6.
	Send confirmation letter to those selected for staffing roles.


	
	
	
	

	7.
	Send “thank you” letters to those not selected as volunteers.


	
	
	
	

	8.
	Schedule orientation of all volunteer staff (typically the day prior to the forum).


	
	
	
	

	9.
	Provide all staff with “YLF Facilitator’s Guide” as required reading prior to arriving at YLF.


	
	
	
	

	10.  
	Prior to selecting paid and volunteer staff, complete State required background checks to ensure safety and security.


	
	
	
	

	
	
	
	
	
	

	



PERSONNEL:


(D-2) SUPPORT SERVICES TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Identify special needs of students and volunteers from application form.


	
	
	
	

	2.
	Make a list of delegates’ support services needs.


	
	
	
	

	3.
	Speak with students by telephone if clarification is needed.


	
	
	
	

	4.
	Purchase or rent assistive devices, as needed.


	
	
	
	

	5.
	Arrange for wheelchair repair vendor on site for 4 hours during arrival of students.


	
	
	
	

	6.
	Secure services of interpreters, attendants and readers, as needed.


	
	
	
	

	7.
	Secure nursing and medical staff as needed.


	
	
	
	

	8.
	Purchase necessary supplies/first aid.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



PERSONNEL:


(D-3) FIRST AID STATION

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Select volunteer staff for nursing station.


	
	
	
	

	2.
	Hire paid nurse, as necessary, and personal care assistants for 24 hours per day on site. 


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





PERSONNEL:


(D-4) SECURITY/SAFETY TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Assign staff responsibe for nightly bed checks.


	
	
	
	

	2.
	Assign staff for overall security of dormitories.


	
	
	
	

	3.
	Give security staff checklist of duties and various resource phone numbers.


	
	
	
	

	4.
	Establish safety policies (incorporating requirements of residence).


	
	
	
	

	5.
	Distribute in Student Workbook and post at residence hall the safety policies.


	
	
	
	

	6.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FACILITIES/LOGISTICS

(E-1) CAMPUS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY

Facility for majority of events.
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Conduct site inspection (tour meeting space, dining areas, sleeping rooms, restrooms, check-in area, parking, security, telephones – consider accessibility).  Request what other groups will be on site at the same time, before or after.


	
	
	
	

	2.
	Sign contract/agreement.


	
	
	
	

	3.
	Submit room guarantee/deposit.


	
	
	
	

	4.
	Order audio-visual/sports equipment/refrigerators.


	
	
	
	

	5.
	Provide proof of self-insurance to facility.


	
	
	
	

	6.
	Order medical equipment.


	
	
	
	

	7.
	Make arrangements with facility for medical equipment delivery/pick-up.


	
	
	
	

	8.
	Compile list of delegates and adults sleeping rooms assignements(considering special needs).


	
	
	
	

	9.
	Order food for all on-site functions (special needs, special events, i.e., birthdays).


	
	
	
	

	10.
	Create signs for facility (including directional signs, welcome signs).


	
	
	
	

	NOTES





FACILITIES/LOGISTICS:


(E-1) CAMPUS TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	11.
	Create parking signs for facility.


	
	
	
	

	12.
	Establish procedures/policy for check-in and check-out at dorms.


	
	
	
	

	13.
	Prepare room assignment list.


	
	
	
	

	14.
	Submit room assignment list to facility per agreement/contract.


	
	
	
	

	15.
	Prepare meeting room layout plans.


	
	
	
	

	16.
	Submit meeting room plans to facility.


	
	
	
	

	17.
	Schedule meeting space for staff orientation.


	
	
	
	

	18.
	Provide guaranteed meal count 9special needs).


	Charlie
	Per contract
	
	

	19.
	Request early check-in and/or late check-out if needed.


	
	
	
	

	20.
	Order remotes for opening doors.


	
	
	
	

	21.
	Review invoices for sleeping rooms, meals, etc.


	
	
	
	


FACILITIES/LOGISTICS:

(E-1) CAMPUS TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	22.
	After YLF, inspect dorms/meeting rooms for damage/missing items (prior to leaving site). 


	
	
	
	

	23.
	Consult speakers for A/V needs.


	
	
	
	

	24.
	Order extra telephones for main hallway.


	
	
	
	

	25.
	Meet on site facility staff who will be contacted for questions/problems.


	
	
	
	

	26.
	Obtain parking permits for all drivers/vehicles to remain at campus.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



FACILITIES/LOGISTICS:


(E-2)VARIOUS SITES TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Contact Governor’s Office to schedule space in Governor’s Office for group meeting.


	
	
	
	

	2.
	Contact Legislator’s Office to schedule tours of capitol, to reserve steps for pictures/press.


	
	
	
	

	3.
	Contact Department of General Services to reserve audio equipment for capitol steps.


	
	
	
	

	4.
	Do site inspection of hotels for off-site luncheon (considerations:  accessibility, cost of meals, room rental, audio visual).


	
	
	
	

	5.
	Book hotel for luncheon-sign contract/agreement.


	
	
	
	

	6.
	Order meals/audio-visual for hotel luncheon.


	
	
	
	

	7.
	Give meal count to hotel.


	
	
	
	

	8.
	Give guaranteed meal count to hotel, based on time frame required by hotel (usually 48 to 72 hours prior to event).


	
	
	
	

	9.
	Give room layout to hotel in writing.


	
	
	
	

	
	
	
	
	
	



FACILITIES/LOGISTICS:


(E-2) HOTEL TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	10.
	Give room layout to Governor’s Office (in writing).


	
	
	
	

	11.
	Consult speakers for A/V needs – for hotel/capitol.


	
	
	
	

	12.
	At hotel – assign staff to be at registration table to welcome guests and keep a head count (guest book).


	
	
	
	

	13.
	For hotel luncheon – arrange for music to be playing while guests are arriving.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


ADMINISTRATION/OPERATIONS:


(E-3) STATE CAPITOL TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Schedule Governor’s Office (for meeting with delegates).


	
	
	
	

	2.
	Schedule west steps of Capitol (for photo and press sessions).


	Charlie
	July 1
	
	

	3.
	Schedule hearing rooms, as necessary, for sessions after meeting with Governor’s Office (and before Capitol tour).


	
	
	
	

	4.
	In coordination with Program Task Force, invite speakers/presenters (on policy issues) to meet with students at Capitol.


	
	
	
	

	5.
	Send confirmation letters to Governor’s Office, Legislature, and scheduled speakers.


	
	
	
	

	6.
	Send formal invitation to Governor to meet with student delegates.


	
	
	
	

	7.
	On day of forum State Capitol program, greet speakers and oversee program schedule.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


FACILITIES/LOGISTICS:


(E-4) TRANSPORTATION TASK FORCE, PART I STATEWIDE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Obtain list (addresses and telephone no.) of students.


	
	
	
	

	2.
	Identify travel agency for air and long distance ground transportation.


	
	
	
	

	3.
	Identify participants using air/long distance ground.


	
	
	
	

	4.
	Identify participants driving to forum (mileage reimbursements).


	
	
	
	

	5.
	Make contacts at Sacramento Airport to arrange logistics (parking, central meeting area, food vouchers, etc.).


	
	
	
	

	6.
	Confirm nearest airports, rail or bus stations with travel agency.


	
	
	
	

	7.
	Estimate long distance travel costs with travel agency.


	
	
	
	

	8.
	Request prepayment by friends of estimated costs if required.


	
	
	
	

	9.
	Travel agency to mail tickets directly to delegates.


	
	
	
	

	10.
	Develop log of arriving flights and participants.


	
	
	
	

	



FACILITIES/LOGISTICS:


(E-4) TRANSPORTATION TASK FORCE, PART I (STATEWIDE), continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	11.
	Note travelers special needs; (Interpreters, Mobility).


	
	
	
	

	12.
	Relate all information to local transportation planners.


	
	
	
	

	13.
	Assist with arranging volunteers to greet and assist arriving participants.


	
	
	
	

	14.
	Develop log of departing flights and participants.  Obtain communication devices for volunteers.


	
	
	
	

	15.
	As necessary, request payment of extra long distance travel expenses.


	
	
	
	

	16.
	Arrange for cash fund to reimburse drivers on arrival.


	
	
	
	

	17.
	Arrange for volunteers to assist departing participants.


	
	
	
	

	18.
	Work with airport management to expedite local travel from airport.


	
	
	
	

	19.
	Ensure participants have departure tickets.


	
	
	
	

	20.
	Coordinate any special request travel.


	
	
	
	

	



FACILITIES/LOGISTICS:


(E-4) TRANSPORTATION TASK FORCE, PART I (STATEWIDE), continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FACILITIES/LOGISTICS:

(E-4) TRANSPORTATION TASK FORCE, PART II (LOCAL)
YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Arrange local transportation from airport, bus, train, to forum site.


	
	
	
	

	1a.
	Contact Paratransit bus service and schedule up to 4 wheelchairs/vans.


	
	
	
	

	1b.
	Contact airporter shuttle service for those not needing Paratransit services. 


	
	
	
	

	2.
	Obtain master list of arrivals at airport, bus, train terminals, and those driving.


	
	
	
	

	3.
	Coordinate volunteers to greet/assist participants at all transportation sites.


	
	
	
	

	4.
	Coordinate sign language interpreters for arrivals.


	
	
	
	

	5.
	Coordinate in-town travel (from lodging site to capitol, for example).


	
	
	
	

	6.
	Coordinate on site/campus shuttle for campus tour.


	
	
	
	

	7.
	Coordinate transportation to airport, bus and train stations for departing participants.


	
	
	
	

	
	
	
	
	
	

	



FACILITIES/LOGISTICS:


(E-4) TRANSPORTATION TASK FORCE, PART II LOCAL, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	8.
	Develop master log of all participants’ arrival and departure times for local transportation providers (Paratransit, shuttle, bus service).


	
	
	
	

	9.
	Update local transportation providers (on schedule changes).


	
	
	
	

	10.
	Arrange payment for all local transportation providers.


	
	
	
	

	11.
	Ensure accommodation of special needs as necessary during local travel (sign language interpreters, attendants, etc.)


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



FACILITIES/LOGISTICS:


(E-5) DORMITORY/RESIDENTIAL OVERSIGHT/SET-UP/CLEAN-UP 


TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Assign master keys to residential staff.


	
	
	
	

	2.
	Establish policy for return of keys/towels.


	
	
	
	

	3.
	Establish check-in/check-out policy.


	
	
	
	

	4.
	Assign dorm staff check-in/check-out responsibilities.


	
	
	
	

	5.
	Assign staff to collect keys/towels.


	
	
	
	

	6.
	Assign staff counter responsibility.


	
	
	
	

	7.
	Give room assignment list to dorm staff.


	
	
	
	

	8.
	Assign staff to set-up meeting space each day (give room layout).


	
	
	
	

	9.
	Assign staff to clean meeting room(s) at end of each day.


	
	
	
	

	10.
	Give cleaning instructions and supplies to cleaning staff.


	
	
	
	

	11.
	Assign staff to decorate with non-flammable materials.


	
	
	
	

	


FACILITIES/LOGISTICS:


(E-5) DORMITORY/RESIDENTIAL OVERSIGHT/SET-UP/CLEAN-UP 


TASK FORCE, continued

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	12
	Assign staff to clean-up after conference.


	
	
	
	

	13
	Assign staff to check bathrooms for needed supplies.


	
	
	
	

	14.
	Assign staff to clean kitchen during days.


	
	
	
	

	15.
	Purchase snacks/beverages for entire conference (prefer drinks in volume dispensers not individual).


	
	
	
	

	16.
	Assign staff to stock refrigerator (snacks/sodas) and keep tally of items.


	
	
	
	

	17.
	Purchase additional snacks/beverages throughout conference as needed.


	
	
	
	

	18.
	Assign stff to make coffee/tea each morning.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



FACILITIES/LOGISTICS:


(E-6) AUDIO-VISUAL/PHOTOGRAPHY/VIDEP/MUSIC TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Determine and list all AV needs based on final program.


	
	
	
	

	2.
	Request equipment (within budget) from on-site or other local vendor.


	
	
	
	

	3.
	Confirm AV requests items with Forum Coordinator at CSUS, at State Capitol and at Off-Site Luncheon Program.


	
	
	
	

	4.
	Obtain invoices and request payment.


	
	
	
	

	5.
	Be sure all videos are open captioned.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	.
	.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



SUPPLIES/MATERIALS:


(F-1) RESOURCE BINDERS (DESIGN/MATERIALS)TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Compile materials for resource binder.


	
	
	
	

	2.
	Design resource binder (3-hole punch).


	
	
	
	

	3.
	Order binders.


	
	
	
	

	4.
	Prepare artwork for front cover insert.


	
	
	
	

	5.
	Have binders materials replicated.


	
	
	
	

	6.
	Prepare and submit all materials to Task Force F-3 (Assembly) for assembly.


	
	
	
	

	7.
	Prepare resource binder in alternate formats (Braille, large print, disc and cassette).


	
	
	
	

	8.
	Arrange for binders to be delivered to forum site.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	



SUPPLIES/MATERIALS:


(F-2) DONATIONS FOR STUDENT GIFT BAGS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Update list – obtain potential donor sources from staff/volunteers.


	
	
	
	

	2.
	Solicit for donations.


	
	
	
	

	3.
	Send solicitation letter to potential donor individuals/companies identified.


	
	
	
	

	4.
	Respond to telephone calls from interested donors.


	
	
	
	

	5.
	Receive and log items.


	
	
	
	

	6.
	Order souvenir bags with imprinted logo.


	
	
	
	

	7.
	Obtain artwork for logo – provide artwork to vendor.


	
	
	
	

	8.
	Arrange for volunteers to compile donated items in bag.


	
	
	
	

	9.
	Arrange for bags to be transported to residence site.


	
	
	
	

	10
	Send thank you letters to donors.


	
	
	
	

	NOTES




SUPPLIES/MATERIALS:


(F-3) ASSEMBLY OF GIFT BAGS/RESOURCE BINDERS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Develop schedule to assemble student gift bags.


	
	
	
	

	2.
	Develop schedule to assemble student resource binders.


	
	
	
	

	3.
	Prepare list of volunteers to complete assembly.


	
	
	
	

	4.
	Schedule location for assembly.


	
	
	
	

	5.
	Telephone volunteers to confirm time and location for assembly.


	
	
	
	

	6.
	Secure place to store gift bags and resource binders after assembly.


	
	
	
	

	7.
	Obtain gift bags, contents binders and materials (ordered by staff and other Task Forces).


	
	
	
	

	8.
	Complete assembly.  (Note – only one bag for each student and volunteer staff.  Donate any extra items to local charities.)


	
	
	
	

	
	
	
	
	
	

	.
	
	
	
	
	

	



SUPPLIES/MATERIALS:


(F-4) PURCHASE OF SOUVENIR ITEMS TASK FORCE

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	T-Shirts – select logo and develop art work master for production.


	
	
	
	

	2.
	Order different colored T-Shirts for students, staff, interpreters and personal care assistants, all using YLF logo art.


	
	
	
	

	3.
	Order student gift bags (with same artwork used for T-Shirts).


	
	
	
	

	4.
	Order souvenir YLF mugs to present to guest speakers, and fill with candy.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





SUPPLIES/MATERIALS:


(F-5) MISCELLANEOUS SUPPORT TASKS 


(PRE-FORUM OFFICE STAFF)

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Prepare individual boxes with all files, forms and information for every small group (for co-counselors).


	
	
	
	

	2.
	Prepare name badges for all invitees to “Mentors Luncheon”.


	
	
	
	

	3.
	Purchase required materials and prepare box with instruction forms/materials for OBSTACLE AWARENESS EXPERIENCE.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





SUPPLIES/MATERIALS:


(F-6) MISCELLANEOUS SUPPORT TASKS 


(POST-FORUM TASK FORCE)

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES




CATEGORY:

Assistive Technology

TASK FORCE:
YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	1.
	Determine the number of technology stations.


	
	
	
	

	2.
	Determine length of demonstration and group.


	
	
	
	

	3.
	Determine where demonstration will be presented.


	
	
	
	

	4.
	Establish resource list of devices and presenters.


	
	
	
	

	5.
	Telephone potential presenters and confirm their participation.


	
	
	
	

	6.
	Send confirmation letters acknowledging.


	
	
	
	

	7.
	Prepare signs for each technology station.


	
	
	
	

	8.
	Prepare group rotation sheet to be distributed to lead counselor.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


                            CATEGORY:







TASK FORCE:



____

YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NOTES





CATEGORY:









TASK FORCE:








YOUTH LEADERSHIP FORUM
	
	                      ACTIVITY
	PERSON(S) RESPONSIBLE 


	DUE DATE
	FOLLOW UP
	FINISH DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


