Weird Tales Premiere Preparation and Schedule
By November 1
· Confirm the featured hosts for the village welcome. Get name tags for them.
· Complete a draft of Toni’s script and get Toni’s feedback.
· Confirm music. Taps, Paiute music, playlist for the flower building, Phylis is already confirmed. 
· Confirm sound equipment for the playlist at the flower building. Phylis has her own sound equipment for the Museum.
· Make sure Ted has his equipment figured out and if he needs help with set up.
· Make sure the pop corn machine is scheduled and confirm who will work it.
· Confirmed food and beverage coordinator in charge of food and beverage.
By November 6
All sponsor posters must be in.
Food and beverage:
· Confirm Who will assist with Dan’s root beer serving
· Confirm who will man the popcorn machine and how it will get there.
· Confirm who will be in charge of setting up the food at the flower building and the museum. 
· Double Confirm food and beverage that sponsors committed to. 

November 10 - 12
Flower building set up
· Clean the flower building and set up chairs.
· Have the coffee and food serving dishes, in place at the flower building.  
· Hang sponsor posters. 
· Ted set up projection and sound at the Flower Building.
· Test film playback, sound, microphones, playlist, and music transitions.
November 10-12
· All food and beverage must be delivered to frig at flower building or museum.
· Serving dishes and paper plates and cups to museum and flower building.
Event day preparation
· noon to 4:30 pm  Arrange refreshment tables at the museum and flower building. Prepare both refreshment stations and coffee service. Place candy and serving supplies. Keep appropriate food and drinks chilled until service.
· noon  Receive and set up the popcorn machine and root beer keg.
· 4 to 5 pm  Phyllis sets up 
· 5 to 5:30 pm  Featured hosts arrive at suggested times for final checks. Brief the hosts, check Toni’s microphone and script, and confirm Ted’s screening and Q&A cues.
· 5:30 to 5:50 pm  Finish coffee and snacks; prepare popcorn and beverages. Ready last-minute ticket sales at the museum. Complete a final walk-through of both buildings.
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