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	Task
	Details 
	Deadline
	Notes

	People

	Draft Your Event Team 
	______________ MC(s) (to host the event)
______________ Stage Manager (coordinates to keep the event on-schedule)
______________ Stage Assistant (stages breakfast; leads Student Team, farmer and HS athlete to gym; hands medals to farmer and athlete to put on student team)
______________ Guide for HS Athlete (chaperones athlete throughout event)
	 

	


	Invite Special Guests and Speakers
	Confirm one or more to speak or simply attend:
______________ Director of P.E.
______________ Child Nutrition Director
______________ Nutrition Educator
______________ Superintendent
______________ Community Partners
	
 
	

	 Location and Equipment

	Design Your Floor Plan 
	Decide where to place the obstacle course, guest speakers and student-audience.
	
	


	Gather Items Needed 
 
	Attire for students (bandanas or t-shirts to designate teams)
Any decorations
Activity equipment:
· 18 milk cartons to build pyramid (6 per team)
· 15 scooters
· 18-30 hula hoops
· Printables (files provided by Dairy MAX)
· MyPlate picture (3)
· Food cutouts (3 sets of 5)
· “[heart] MILK” letters (3 sets)
	
	

	Coordinate Audio-Visual 
	If you plan to show a video, make sure it works with the system.
	
	

	Schedule Setup 
	Choose a day and time to set up the stage and obstacle course.
	
	

	Agenda and Run-of-Show*

	Complete Script 
	Customize the script and talking points provided by Dairy MAX to suit your MC and guest speakers.*
	
	

	Post-Event
	
	
	

	Post-Event Duties
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