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Washington Youth Tour
A Timeline for Success
Before school begins
	☐	Confirm participation with management/board

	☐	Identify judges



Fall Semester
	☐	1. Call to principal or director of schools to get current names and email address of Junior English teachers. Ask about possibility of providing in-school signage to promote event. (Yard signs, posters and video/PPT reminders)
SECOND WEEK OF FALL SEMESTER

	☐	Send letter to teachers and copy principal and superintendent. Outline the theme, tour dates and prizes. 
THIRD WEEK OF FALL SEMESTER

	☐	Call/email Junior English teachers to set dates. Set dates for fall and spring semesters. Promote benefits of making story mandatory. Find out about teacher planning period. 
FOURTH WEEK OF FALL SEMESTER

	☐	Social media post announcing program. Thank teachers who make program possible.
FOURTH WEEK OF FALL SEMESTER

	☐	Media release announcing program. Thank teachers who make program possible.
FOURTH WEEK OF FALL SEMESTER

	☐	Visit new teachers in-person prior to presentation. Introduce yourself. Find out about presentation length, technology requirements and other opportunities/limitations that will make presentation a success.
WEEK PRIOR TO PRESENTATION

	☐	1. Email to Junior English teachers to confirm presentation dates and times and amount of materials to bring.
WEEK PRIOR TO/WEEK OF PRESENTATION

	☐	Make presentations. Arrive early to ensure tech works.

	☐	OPTIONAL: Pick up fall stories for judging in spring.





Spring Semester
	☐	1. Call/email Junior English teachers to confirm dates. Promote benefits of making story mandatory. Find out about teacher planning period. 
SECOND WEEK OF SPRING SEMESTER

	☐	1. Email to Junior English teachers to confirm presentation dates and times and amount of materials to bring.
WEEK PRIOR TO/WEEK OF PRESENTATION

	☐	Make presentations. Arrive early to ensure tech works.

	☐	Pick up stories for judging.
MARCH 1

	☐	Submit stories to judges.
EARLY MARCH

	☐	Identify winning students and alternate delegates. Notify teachers. Request contact information for winning student’s parents.
MID MARCH

	☐	Contact the winning student’s parents. Confirm participation and collect information.
MID MARCH

	☐	Submit delegate information and paperwork to TECA.
APRIL 1

	☐	Send letter to principal informing them about winning students. CC: superintendent and teacher.
MID APRIL

	☐	OPTIONAL: Schedule local orientation.
MID APRIL

	☐	Notify students and parents of TECA orientation.
MID APRIL

	☐	Remind students and parents of TECA orientation.
WEEK BEFORE ORIENTATION

	☐	Post media release to co-op website and social media announcing winners.

	☐	Send media release to local press announcing winners.
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