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StenniSphere



	
	Event Title & Purpose
	NASA / NSSC Honor Awards Ceremony

	
	Owner(s)
	CRM & HR 

	
	Date & Time of Event
	DATE OF EVENT: August 25, 2015 (10:00 – 12:00)

	
	Number Attending Event
	All NSSC Employees (CS and SP)

	
	Description
	Timeline
	Owner

	General

	|X|
	1. Establish Agenda & Timeline
	90 days prior
	CRM/Doug

	|X|
	2. Arrange date of event – Reserve & block Senior Leadership calendars (include CSC Senior Management as required).  
	90 days prior
	CRM

	|X|
	3. Reserve StenniSphere
	90 day prior
	CRM

	|X|
	4. Arrange for A/V and photography
· ½ day for rehearsal day prior
· Full day for event
	90 day prior
	CRM/Pending Front Office

	|X|
	5. Executive Director to select guest speaker –  
Associate Administrator: Krista Paquin 
	90 days prior
	CRM/Pending Front Office 

	|X|
	6. Send NSSC Talking Points to Guest Speaker
	1 Week out
	Front Office/PT

	|X|
	7. Executive Director to select Master of Ceremonies – Dr. Darryl Smith 
	90 days prior
	Dr. D

	|_|
	8. Draft congratulation letters to award recipients (Kathy Slade will put into final format).  
	90 days prior
	HR - Zack

	|_|
	9. POC for RSVP and guests
	
	HR - Zack

	|X|
	10. Send meeting request/notice to winners to arrange for photographs
	30 days prior
	CRM/Doug(work with HR)

	|X|
	11. Send out ”Save the Date” email to all employees from CS&C mailbox (NASA and SP) to get event on their calendars.
	30 days prior
	CRM/Doug

	[bookmark: Check29]|_|
	12. Send out reminder via Cust. Sat. e-mail box the day prior to event or that morning
	Morning of event
	CRM/Jamie

	|X|
	13. Work with CS Functional to determine who will accept group awards
	30 days prior
	HR - Zack

	|X|
	14. Work w/SSC to put out road signage providing directions to StenniSphere (Manning Jones, x83141, manning.jones-1@nasa.gov)
	7 days prior
	CRM/Doug

	|X|
	15. Have event announcement placed on marquees at South and North gates – SSC PAO
	7days prior
	CRM/Doug

	|_|
	16. Arrange to have awards delivered to StenniSphere – needs to be included in SWR
	30 days prior
	HR

	|X|
	17. Secure someone to be on stage to hand awards to Exec. Dir –  (Desiree Oliver EOY) 
	30 days prior
	HR

	|X|
	18. Decide if we will have a singer or a taped version from Web (copyright) (national anthem, or another song) Using YouTube Video – Military 
	30 days prior
	CRM/Ven

	|X|
	19. Secure volunteers to distribute programs and serve as ushers (need to start working this Aug 4 week) 
	2 weeks prior
	CRM

	|X|
	20. Send meeting notice to award winners for rehearsal. Include Conference Center, A/V (Jack Allen), and photographer ()for rehearsal – Doug will provide photography
	30 days prior
	CRM

	|X|
	21. Direct rehearsal event Aug. 24
	1 day prior
	CRM

	|_|
	22. Have someone meet the guest speaker at the Security Office, or in the lobby of this building – Decide who and when. 
	2 weeks prior
	CRM/Front Office

	Facilities

	|X|
	23. Develop seating chart for StenniSphere
	
	CRM

	|X|
	24. Label seating at StenniSphere
	Day prior
	CRM 

	|_|
	25. Secure a reserved parking space at StenniSphere for Exec Dir, and inform Exec Director of location
	7 days prior
	CRM/Doug

	|_|
	26. Secure a reserved parking space at the NSSC and the StenniSphere for the guest speaker, and inform of actual location of the parking spot
	7days prior
	CRM/Doug

	|_|
	27. Floral arrangement brought to StenniSphere for event.  After ceremony it will need to be taken to bldg. 1111 lobby for reception – 
	
	CRM

	Food/Refreshments

	|X|
	28. Catering request to Cafeteria or other vendor.
	30 days prior
	CRM / Kathy Slade

	|X|
	29. If outside vendor make sure badges are called in for them.
	10 days prior
	Kathy Slade
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	30. Location & setup for refreshments and volunteers/Conference Center to help serve/replenish
	30 days prior
	CRM

	|X|
	31. Supplies for refreshments (plates, forks, cups, napkins, etc.)
	30 days prior
	CRM / Kathy Slade

	|X|
	32. Conference Center support
· Make sure tables and trash receptacles are in place 
· Tables skirted / extra table cloths from conference center (royal blue)
· Volunteers Own refreshments from Cradle to Grave (monitor setup, during, and after…bringing extra food back to NSSC, clean-up) 
	1 day prior
	CRM/Volunteers

	Security/Clearance
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	33. Inform Security of any awards guests and others coming on site (for SSC visitors badge) (send list of names to Marty Bounds)
	1 week prior
	CRM/Doug 

	Script / Program

	|X|
	34. Develop script for Master of Ceremonies  
	
	CRM/Mike/Doug

	|X|
	35. Develop program brochure (we will use same format as last year’s event, cutoff for all names July 31, 2015. 
	
	CRM/Ven

	Press / News Articles

	[bookmark: Check16]|_|
	36. Develop and publish article in Stennis News
	Following event – hit send the day of event
	CRM/Jamie

	|_|
	37. Develop and publish article in NSSC Blog
	Following event
	CRM/Jamie
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	38. Press release submitted to local news media (if applicable)
	Following event
	CRM/Jamie

	Multi-media Requirements
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	39. Photos – use NSSC photographer.  Invite to rehearsal (day prior to event), photos at the event and reception to be posted on N Drive. 
	30 – 45 days prior
	CRM/Doug

	|X|
	40. A/V – set up for rehearsal (day prior to event), recording at event, and burning DVDs post event (need SWR) (See #14 to include in SWR)
Worked with Cindy Leitell – SWR sent to Jack
	30 – 45 days prior
	CRM/V
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	41. Graphics – design and produce programs (SWR w/ SSC Multimedia, POC Lisa Goins
-Brochure will be purchased from GPO
	
	CRM/V



	Contacts / POC’s:

	· Conference Center Staff -  8-3446 (Gail, Joanna)
	· Jack Allen 8-2387  (Video)
· Doug 3-6617 / 228-861-4262 cell

	· Lisa Goins (MultiMedia) 8-2316
	· Venetia Gonzales – 3-6899
· Jamie – 3-6490

	· Zachary Larkin - 3-6503
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