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Awareness Day Checklist

	· Generate the interest: Speak with your school principal (or if applicable the superintendent) to invite the school to participate. Once the principal approves, develop student permission forms that can be distributed by the teachers.

	· Set a deadline for interested attendees
· Identify budget and funding
· Know the school procedure for trips
· Recruit Adult Chaperones & Advocates
· Register your group by January 23, 2012 at www.osbhcn.org/awareness
· Arrange for Bus or carpool transportation
· Schedule legislative meetings –  See Awareness Day Schedule for preferred times
· Collect Consent Forms and Photo Releases, make duplicate copies and bring all to the event.  Pass one set to the Network.
· Have participants complete their story forms, make duplicate copies and bring all to the event.  Pass one set to the Network
· Create your table top display
· Collect and Distribute Emergency Numbers (send to the Network)
· Plan for Lunch/Snacks
· Outreach to the Media – schedule radio interviews, send press releases to local print news, TV and radio stations
· Coordinate the Bus Pick up/ Drop off locations
· Have a copy of the Driving Directions to Salem
· Participate in event activity “Walk in My Shoes”

· Conduct Legislative Meeting
· Participate in event debrief prior to departure - Complete evaluation forms.

· Write thank you letters to legislators within 5 business days – have all participants sign them
· Follow up Awareness Day with local activities/events
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