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Sample Task Timeline






Samnple Task Timneline
District Procurement Fuir

Week |

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 3

Week 9 ]Week 10 ]Week 11 |Week 12|

R Electrical Outlets and Audio Visual Equipment Checklist

Verify adequate resources, inciude technical support and schedule

S. Purchuse Card Accounting and Requisition System (PCARS)

Verify vendors are registered in PCARS.

T. Evaluation/Feedback, Survey Moukey

Create two short survevs, one for cardholders, volunteers, and

U. Program Agendn and Talking Points
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A. Registration Tuble

Include sign-in sheets, color-coded nanie tags, tote bags and surveys.

B. Starion Set-Up

Set up should be desiaged o maxumze on-the-spol purchases.

C. Equipineut Testing

Perform a walk through the day before and the moming of the event.

D. Welcome and Introductory Hemarks

Provided by the District Director or designee and should be brief.

E. Procurement and Networkdng

Should commence immediately afier Welcome and Introductory

F. Bid Summury Sheets
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A. Debriefing

Conduct a finul commitiee meeting within 10 days of the event 1o

R Cao leted Survevs

Collect at the event and designate g response deadline.

C. After Action Reports (AAR)

Within 15 days, submit AAR te Civil Rights.

D. Closeout Report

Prepare a closeout report to include tally sheets and summary of

E. Thank Yeu Notes

E-mail to all buyers, vendors and pariners

F. Procurement Fair Web Page

Cloe out all live event links and registration and remove Fair web
page.




