
Attachment B 

Sample Task Timeline 



I Tasks: Tlmelin~ bus~d on 3 months or 12 weeks with day 90 
being dav of the event. 
L Pre Event PJunoln2 and n . 

A. Approval Process 
l.l:'r~arc a general \llnrlrniDn for District Uuecwrs :mnroval 
[B.~ 

IF onn an event recuit individllllls who have 
ll'Aii>nriAr : meetin11s. 

C. "' a Dute and Time. 
l'nn ..,; r1- t -'• 9:00 AM to 2:00 PM 
,D. Notify Civil Rlgb~ 
!DiSCUSS selected dateS and identify nntPntiAJ. \NJ\fli<.;~. 

[E F•cllltJ· 
:Identify tbr avAiiAhihtv dates, and cost and selc:ct lnr.Arinn 

:F. WurlQJlllD 
[Fill in detmls to the general worlmlan and delegate tasks to 

IG. Flyen 
I Create and rliq!TihutP Save-the-Date Uyer. 

lB. Memo• 
~nmn\,.,~ a memo to the District Juecmr with evem details. 

Complete C.Al ..C.ARD Holder Particins:~tinn Memo 
L Buyer and Vendor Roles and 1fbilitleJ 
~rh .. rlnl~ and hold ftrst meeting with CAL-CARD holders. 
IDraftJetter for l'all'<>rrl. holders 
[Do.lft survey for l'Ali:Artl holders 
IJ. Online Rcnbtratton 
Contact district w .. h,aor- to assist in creating an online 

The~nlinC! . should_in_<::l~ the Payee Data Record and 
1K. Data T·r.~~. aud " · 
[Qrc:ate an Excel , for tracking e~ ()f_venli_o~s 

[ L "uu•vt;,.r "1'""' 
IM. 
I Create a small list for all invitees. 
IN. Tote Buas 
[ ~olicit no cost bags 8J1d include ;.~. .. ~ inn 
0 . . .t<eTret hm.:nu 
Solicit a certified small hn«in .. «<: caterer at no cost. 
P. Si~tns and a . 

" disuictm: and graphicservices SUitT. 
Q. FacUlty Set Up 
iSdect Buyers Sitting or Vendors Sitting fonnat. 
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Sample Task Timeline 
District Procurement Fair 
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R. Electrical Outlets and Audio Visual Equipment Checklist 
VerifY adequate resoun:es, include technical support and schedule 
S. Purchase Curd Accounting and Requisition System (PCA.RS) 
Verify vendors are registered in PCARS. 
T. Evaluation/Feedback, Survey Monkey 
Create tw<> short surveys; one for cardholder:;, volunteers, and 
U. Program Agendll llDd Talking Polo~ 
Should be submitted to District Director at least one week prior lO 

IL Dav of the Event 
A. .Registrutlon Tuble 
Include sign-in sheets, color-coded name tags, tote bags and surveys. 
B. Station Set-Up 
~t up should be desmged to maxmuze on-the-spot purcha.ses. 
C. Equipmeut Testing 
Perform a walk through the day before and the morning of the event 
D. Welcome and Introductory Remarks 
Provided by the District Director or designel! and should be brief. 

E. Procurement and Networ~ 
Sbo\lld .:onunence immediately after Welcome and Introductory 
F. Bid Summarv Sheets 
Can be collected hourly from each purchasing station for tabulation. 

m. Post Event Activities 
A. lnbriefing 
Conduct a firut1 C()mmittee meeting within 10 days of the event to 
B. Completed Survevs 
Collect at the event and designate a response deadline. 
C. After Action Repons (AAR) 
Within L 5 days submit Ao\R. to Civil Rights. 
D. Closeout Report 
Prepare a closeout report to include tally sheets and summary of 
E. Thank You Note~ 
E-mail to all buyers, vendors andpartncrs 
F. Procurement Fair Web Page 
Close out all live event links and registration and remove Fair web 
oage. 
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District [>rocurement f air 
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