Section F 6  

WCIT 2018
Staffing Plan (On Site)

SAMPLE
Jan 2015

Sunday, Date 

	Time 
	Activity (Sample)
	Location
	Staff Needed (names)
	Special Notes (Sample)

	6:35AM
	Check On Buses
	
	
	

	6:45AM
	Help Golfers on Bus/Ride Bus
	
	
	Buses must depart by 

	7:30AM
	Register Golfers/Cont Breakfast/Call to Carts
	
	
	

	7:30AM
	Trailers Load in
	
	
	

	8:00AM
	Exhibits Inc Load In
	
	
	1 hour

	12:00PM
	Exhibitor Set Up Begins
	
	
	

	1:15PM
	Award of Prizes
	
	
	

	1:45PM
	Move golfers to buses
	
	
	Buses return to hotel and 

	2PM-4PM
	Speaker Rehearsals
	
	
	

	3PM
	
	
	
	

	4:15PM
	Supervise loading of Buses at 
	
	
	

	4:30PM
	
	
	
	

	4:45PM
	Set up registration at Omni
	
	
	

	5:30PM
	Set up Welcome Reception/ Registration
	
	
	

	5:40PM
	Leave via sedan and are dropped off at hotel to facilitate bus loading for reception
	
	
	Buses will begin departing 

	6:30PM
	Move VIPs to bus loading area 
	
	
	

	6:00PM
	Registration Opens 
	 Location
	
	

	7:00PM
	Welcome Reception Begins
	
	
	

	8:30-9PM
	Buses begin return trips 
	
	
	

	9PM
	Registration Tear down
	
	
	

	
	

	Tuesday
	

	6:30AM
	
	
	
	

	6:45AM
	
	
	
	

	6:45AM
	
	
	
	

	6:45AM
	
	
	
	(Name) will run through reg process with volunteers

	7AM
	Exhibit Hall 
	
	
	

	7AM
	First buses depart for
	
	
	

	7:30AM
	Registration Opens/Cont breakfast
	
	
	

	7:30AM
	Speaker Check In table opens
	
	
	

	12PM
	Lunch served to Exhibitors
	
	
	

	12:30-2PM
	Group moves to Exhibit Hall for lunch
	
	
	

	1:40-1:55PM
	Group moves back to ballroom
	
	
	

	2PM
	
	
	
	

	4:45PM
	Dinner is served to Exhibitors
	
	
	

	5PM
	PANEL SPEAKER PICK UPS
	
	
	

	5PM
	Registration broken down for evening
	
	
	

	5PM-6PM
	
	
	
	

	5:15PM
	Group moved to Exhibit Hall for reception
	
	
	

	5:15PM
	Baggage Check opens 
	
	
	

	5:15-7:15PM
	Networking Reception
	
	
	

	5:45PM
	Names of Staff  return to Venue
	
	
	

	6:15PM
	Speakers  arrive at Venue
	
	
	

	6:30PM
	Press Briefing
	
	
	

	7:10PM
	Speaker meets with VIPS Student meeting
	
	
	

	7:15PM
	Buses begin boarding for Venue
	
	
	Last bus must depart by ??to get everyone through metal detectors

	7:25PM
	Delegates arrive at VENUE
	
	
	Staff will have a list of delegates in case someone loses their badge. Etc. 

	7:45PM
	Speakers to Green Room
	
	
	

	7:45PM
	VIPS  meets us in Green Room
	
	
	

	7:50PM
	Misc panelist
	
	
	

	8PM
	Panel Begins
	
	
	

	9:30PM
	Panel Concludes
	
	
	

	9:30PM
	Photo Op line forms
	
	
	

	9:30PM-9:50PM
	Begin moving delegates to buses
	
	
	

	
	

	6:30AM
	
	
	
	

	6:45AM
	
	
	
	

	6:45AM
	
	
	
	

	6:45AM
	
	
	
	

	7AM
	Exhibit Hall 
	
	
	

	7AM
	
	
	
	

	7:30AM
	Registration Opens/Cont breakfast
	
	
	

	7:30AM
	Speaker Check In table opens
	
	
	

	9AM-10AM
	Workshop Rehearsals
	
	
	

	
	
	
	
	

	
	
	
	
	

	11:35AM
	Photo Ops with 
	
	
	

	12:15-1:15PM
	Private Lunch
	
	
	

	11:10AM
	Lunch served to Exhibitors
	
	
	

	11:40-1:30PM
	Group moves to Exhibit Hall for lunch
	
	
	

	1:45PM
	Begin to breakdown Registration 
	
	
	

	1:30-1:45PM
	Group moves back to ballroom building for Workshops (lower level)
	
	
	

	1:45-2:45PM
	Workshops
	
	
	

	2:45PM
	Move delegates back upstairs
	
	
	

	2:50-3PM
	Closing Ceremony
	
	
	 COLLECT EVALUATION REPORTS


