Attachment 1

Proposed 2012 Writing Contest at the Milpitas Library

Action plan

Date of the event: Saturday April 14, 2012

Place: Milpitas Library

Projected audience size: 180

Targeted audience: Contest participants grade 4-12, parents, friends, and all library patrons.

Title of the event: National Library Week/Essay Writing Contest 2012

Timelines:
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10.

11.
12.

13.

14.
15.

16.

January — Finalize the plan for the Library Advisory Commission for approval, and propose
itemized budget plan to the City Council for approval,;

January 30 — Send solicitation of judge invitation to school teachers, etc.

February 15 — Prepare the program flyer to be distributed. Information goes to the Library event
calendar.

March 2 — Information goes out to Milpitas Post for an ad on this program.

March 14 — Program flyers go out to the schools, and available at the library information desk.
April 1-13 — Continue to advertise the program.

April 12-13 — LAC subcommittee members and library staff to prepare the application forms,
essay entry forms, voluntary judge forms, tickets, certificates of awards, etc.

April 14, 11:30 am to noon — LAC volunteers and library staff set up the auditorium for this
event.

April 14, 12:00 pm — Event opens door. Accepting entries. Each participant needs to fill an
application form with personal information and get a number. Essay entry forms will be
distributed with participants’ registered numbers. If we don’t get enough judges in advance, we
will have a box at the door to ask voluntary judges.

April 14, 1:15 pm — Opening remarks, perhaps Mayor or Community Librarian. Entry application
closed.

April 14, 1:30-2:30 pm -- Essay writing by participants.

April 14, 2:45 pm — Essay collected. If needed, we will do drawings for the lucky voluntary
judges.

April 14, 2:45 pm- 4:30pm — Library program — introduction to the library services? Or any other
fun program that this event can be coordinated with? Popcorn served and games?

April 14, 3:00-4:15 pm — Judges working for the results.

April 14, 4:30 pm — Winners announced. Certificate of Awards to be presented. Photo
opportunity.

April 14, 5:00 pm — Closing remarks.
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Attachment 1

Task List:
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Entry forms/flyers/distribution — Linda and commissioners

Press release — Linda and Elpidio

Invitation to judges/mailing — Linda, Elpidio

Library month proclamation — Linda, Sheldon, and Elpidio

Certificate of Awards for winners/refreshments — Sheldon, LAC members, and library staff
Refreshments during event /sound system — Linda and commissioners

Master of Ceremony — Linda

Photo during the event — Sonny

Photos or commissioners/staff for the library — Sonny and Ted Armstrong

ltemized budget:
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10 Kindle Fires, to be awarded to top 10 => 3 (G4-6) + 3 (G7-8) + 4 (G9-12) -- $2174.89
Event decoration — $60.00

Refreshment -- $265.11

Total budget -- $2500.00

Logistics:

1.

Entry forms — Reference last years, plus the numbering column.

Judge forms — Re-use last years or build a new one?

Essay title and essay form — The format is to do an unfinished sentence and let the participants
to continue. The length limit of the essay is one page.

Survey form — To be distributed at the time of Award presentation. Ask participants to give us
input for next year. Possibly to do a link on the library Web Page for people to write their
feedback. Link to stay for a week.



