Speaker:
Cameron

_________
Date of talk
Sep. 23
_________
	Item
	Check
	Date
	Notes 

	4-5 weeks ahead
	
	
	

	Email invitation to speaker (1)
	
	
	

	3-4 weeks ahead
	
	
	

	Hotel reservation (Do it yourself or ask Peggy)
	
	
	

	Reserve Dickinson 210, 211
	
	
	

	Reserve Alchemist for 12:00 brunch, 8-10 people
	
	
	

	Email to speaker (2) request for handouts, title of paper, etc.
	
	
	

	Prepare posters/invitations
	
	
	

	Locate sources, prepare packets, paper and pdf
	
	
	

	Prepare envelops, send out notice of talk by mail
	
	
	

	Put poster and packet online.
	
	
	

	Place packets in departments
	
	
	

	Sent out notice of talk by email
	
	
	

	Email to speaker (3): directions, finance, hotel, further handouts
	
	
	

	Week before
	
	
	

	More packets in departments
	
	
	

	Public safety
Online Form send to 

jwilkins@Princeton.EDU 
	
	
	

	Heating department

cscs@princeton.edu
	
	
	

	Building Services for trash pick-up
8-8000 (or just do it yourself, it’s more reliable)
	
	
	

	Order coffee for Sunday pickup (also make sure to confirm on Sunday morning)
	
	
	

	Shopping in Wegmans
	
	
	

	Meet speaker
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


