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	2.25 years
	· Consider hosting an OMO
· Obtain the OMO guidelines from OAME and share with your chapter.  Seek their approval and partnership.
· Identify potential OMO  Co-Chairs

· Find a venue that can accommodate 150-200 people 
	· With OMO Chairs, find a venue that can accommodate 150-200 people for the Friday evening and Saturday (may be longer stay depending on location of chapter)

	· 
	· 
	· 
	· 
	· 
	· 
	
	2.25 years

	2 years
	· Identify sub-committee chairs

· Prepare a draft budget to send with contract
· Sign OMO contract; send contract back to Executive Directors
· Recruit committee members
	
	· 
	· In conjunction with the OMO Chair(s), and all committee chairs, prepare a budget for the event.  Budget for hosting committee's food and accommodation (if applicable), as well as the next year's OMO Chairs who will be shadowing.  (See Appendix 5A for a sample template.)
· Contact the Executive Directors to determine availability of funds.
· Get approximate cost per person for food and accommodation from Facilities.


	· 
	· 
	· 
	· 
	
	2 years

	15-20
months
	· With Facilities Chair, sign contract with facility for hosting and accommodation (be wary of gratuities)


	· Start to plan meals (dinner, breakfast, lunch, snacks), investigating site’s ability to accommodate food allergies and dietary requirements
· Confer with Contest Committee regarding space and materials required for the Friday evening social activities, and any necessary math preparation (e.g., learning software, etc.) to ensure the space is appropriate for the event.

· With OMO Chairs, sign contract with facility for hosting and accommodation (be wary of gratuities)

· Pay deposit

· Check parking availability and cost, if applicable.
· Communicate approximate cost of food and accommodation per person to Finance Committee and Registration Committee
· If site provides package of info. about local attractions, pass it on to the Hospitality Chair
	· 
	· 
	· 
	· Recruit committee members.
· Collect information regarding approximate cost of food and accommodation per person from  Facilities Chair.

	· 
	· 
	
	15-20
months

	13
months
	· 
	· 
	· 
	· 
	· With OMO Chair, arrange to attend the current OMO

· Recruit a team that will design the events.  Consult faculties of education for pre-service teachers, creative teachers, and people with strengths with technology. (e.g., members of OAME Board of Directors)

	· 
	· 
	· 
	
	13 months

	12
months
	· With Contest Chair, attend the current OMO to shadow organizers
	· 
	· Start thinking of a mathematical way to write your OMO year for t-shirts and further communication about the event
	· If required, request the $3 000 advance (loan) from the Executive Directors.  This request must include a list of the members of the planning committee, and a financial plan dealing with the sources of revenue and verified costs.

· In conjunction with the Hospitality Chair, discuss the estimated budget allotment for coach/parent activities.
· With Facilities Chair, determine the individual registration fee (determined by the cost of accommodation and food, usually between $90-$110.  See Note 1).  This should be passed on to Registration Chair for inclusion in the Package given out at the February Board meeting.

	· With OMO Chair,  attend the current OMO to shadow organizers
	· 
	· Contact the Finance Chair for estimated budget allotment for the coach/parent activity.

· Brainstorm possible activities which give a taste of the local culture and traditions.
	· Recruit writers with Contest Chair.


	· Obtain List of sponsors from previous year’s host.

· Brainstorm list of possible local and provincial sponsors (publishers, education material suppliers, local companies)

· Brainstorm possible items for coach and student gift bags.

· Along with Facilities Committee, ensure that there is an appropriate space for the awards ceremony

	12 months

	10 - 11
months
	· 
	· With other chairs, inspect the site.  Locate rooms that will be used.  

· Consider future signage that will be required.  (Banners take longer to be made, if chosen.)

· Inquire about microphones and screens and projection capabilities for the large group’s sessions at the site.

· Determine what technology is available at the site and pass on to Contest Committee.

· Finalize meals (dinner, breakfast, lunch, snacks).
	· Finalize your OMO logo.
	· 
	· Contest Chair should collect previous year’s contest materials and look for books and activities from various sources

· Visit OAME website for past materials; co-ordinate with Chapter Representative since they have access to these materials

· Make copies of materials for committee

· Create a template for the events/activities document

· In conjunction with Facilities Chair, determine the feasibility of involving technology activities (and a back – up plan)
	· 
	· 
	· 
	· Draft letters for contacting sponsors (See Appendix 10.A).


	10 – 11
months

	9
months
	· Inspect the site with entire committee.

· Meet with Contest Committee and  explain their task.  Get them started.  (See detailed notes in Section 2)
	· 
	· 
	· 
	· Meet with Contest Committee and explain the task and decide on division of labour

· Decide what kind of “Math and Mingle” activity to hold on the Friday evening
	· 
	· 
	· 
	· Send out letters to possible sponsors.

· Approach a copying place or office supply store to sponsor in terms of copying contests, schedules, etc. and/or certificates.


	9 months

	8
months
	· Share with OAME board the progress of OMO event planning in person or in writing.  Get any feedback that is offered.

· Update and verify the Chapter OMO Co-ordinators list at the Chapter Rep. meeting or through the ED

· In conjunction with the Contest Chair, Registration Chair and the Facilities Chair, create a draft of schedule of events.
	· In conjunction with the OMO Chairs,  Contest Committee and Registration Chair, create the draft schedule of events.  A general schedule must be provided with the pre-registration materials.

· Confirm schedule with site to ensure all necessary rooms are booked.

· Ensure that rooms are adequate for events.  

· Pass on site information (including address and emergency contact number) to Registration Chair to be included in package for Feb.  OAME Board meeting.
	· Contact a local school board’s Media Liaison.  He/she may be able to help you create and send out a media release.  Ask for their guidelines in terms of what information they will require and the timelines involved.
	· 
	· In conjunction with the OMO Chairs, Registration Chair and the Facilities Chair, create a draft of schedule of events.
	· In conjunction with the OMO Chairs, Contest Chair and the Facilities Chair, create a draft of schedule of events.
	· 
	· 
	
	8 months

	7
months
	· 
	· Maintain communication with Contest Chair regarding any computer and software requirements

· 
	· 
	· 
	· Create and revise the events/activities (and answer key)

· Conduct regular meetings to ensure there is good progress for each of the event items.

· Report to OMO committee to review the events

· Create spreadsheet for marks

· Communicate with Facilities Chair regarding any computer and software requirements

· If necessary, contact workshop loan at Texas Instruments if your event requires calculators, probes, CBRs, etc.
	· Set deadline for submission of Intent to Participate From (usually at February OAME Board meeting) and Individual Registration Forms (4-6 weeks before event.)

· In conjunction with Finance Chair, set Team Registration Fee (usually $75-$100 per team)

· In conjunction with Finance Chair, set Individual Registration Fee.  This fee must reflect accommodation, meals, and other miscellaneous costs as well as funding from sponsors (usually between $90 and $110.)


	· 
	· 
	· Follow up on possible sponsors that have not responded

· Contact educational suppliers and publishers personally (via e-mail or phone).


	7 months

	6
months
	· 
	· 
	· Arrange for person to take pictures or videotape the event.  This person may be a professional, a volunteer, or one of your committee members.
	· 
	· 
	· Review and update Intent to Participate Form (Appendix 3A) and Invitation to Participate Letter ((Appendix 3B) and Chapter OMO Information Package.
	· Confirm group rates at the chosen venue.

· Ask how much advance notice they will require.

· Ask if a deposit is necessary when making the reservation.

· Make arrangements for lunch if not included in the activity.
	· 
	· Consider having awards such as “Most Cooperative Team”, “Most Team Spirit”, “Best Chant”.

· Determine type of award given for above (if applicable) (e.g., medal, certificate, prize item)

	6 months

	5
months
	· 
	· 
	· 
	· 
	· 
	· Send OMO Information Package, Invitation to Participate Letter and Intent to Register Form to Executive Directors to post on OAME Website in the members only section

· E-mail OMO Invitation to Participate Letter and Intent to Register Form to Chapter OMO Co-ordinators.
· During the 2nd week of January, e-mail a reminder to Chapter Reps. And OMO Co-ordinators with regard to the approaching submission deadline for team registration fees and completed Intent to Participate Forms. 
	· 
	· 
	
	5 months

	4
months
	· Confirm the intent to participate from each chapter at February OAME Board meeting and obtain outstanding payments.  This can be done via the Chapter Representative.
	· 
	· In conjunction with Registration, ensure that the “Media Release” form has been included in the package to be given to chapters at the February OAME Board meeting. 
	· Collect first payments (team registration fees) were collected by hosting Chapter Rep. at February OAME Board meeting from the chapters intending to participate.  (This fee is usually $75-$100 per team.  Each chapter submits this fee to confirm participation of one or more teams in the provincial OMO.  This fee is non-refundable.)
· Collect first payments from Registration Chair (received from chapters after February OAME Board meeting.
· Collect any monetary donations from the Sponsors/Awards Chair.
	· 
	· At the February OAME Board meeting, hosting Chapter Rep. collects team registration fees (1st payment) and Intent to Participate Forms from other Chapter Reps.

· At the February OAME Board meeting, hosting Chapter Rep. hands our OMO Information Package to Chapter Reps.  Chapter Reps. will then forward the package to  OMO Co-ordinator.
· After February OAME Board Meeting, obtain completed Intent to Participate forms from hosting Chapter Representative.  Registration fees are to be forwarded to Finance Chair.
· Any outstanding team registration fees should be sent to Finance Chair as they arrive.
	· 
	· 
	· Forward any monetary donations to Finance Chair.
	4 months

	3
months
	· Continue to check in with all committee chairs to ensure all the pieces are in place. 
	· 
	· 
	· 
	· Final version of playdown and provincial materials along with marking key and instructions should be completed.  

· Consider having fresh eyes try out the questions (be sure those fresh eyes have no stake in the contest)
	· 
	· 
	· Contact any local Faculties of Education in order to recruit volunteers.

· Contact secondary schools to recruit senior students interested in accumulating volunteer hours.
· NOTE:  All volunteers not employed by a school board need proof of a current criminal background check.
	· Purchase or acquire bags donated to use as coach and student gift bags

· Consider coach’s gift (e.g., deck of cards, Math Survival Guide book, travel mug) for their gift bag

· Confirm donations promised

· Give all collected monetary donations to Finance Chair.
· In conjunction with all chairs, decide on format of the awards ceremony.

· Select a Master of Ceremonies for the awards ceremony (preferably bilingual)

· In conjunction with the Facilities Committee, ensure all required audio visual equipment for awards ceremony is available..


	3 months

	2
months
	· Ensure that practice materials have been posted to the web so chapter OMO co-ordinators can let the winning teams know that practice is available
	· Contact bus lines to arrange transportation for mathletes to and from the contest site (if applicable)

· Confirm needs of Contest Committee in terms of necessary technology (computers/software).

· Ensure all audio-visual equipment is booked at the site, including equipment for the awards ceremony (e.g., microphones, projection screen, etc.)
	· In conjunction with Sponsorships/Awards Committee, order t-shirts for students.  (Approx. 15% small, 30% medium, 40% large, 15% extra large, 2 or 3 XXL).

· In conjunction with Sponsorships/Awards Committee, have posters created to highlight key sponsors for the event.

· Send out initial media release/invitation.
	· Write cheques as required (e.g., for t-shirts, etc.)

· In conjunction with Registration Chair, start to collect second payment (individual registration fee).  Each participating team is responsible for the payment of each mathlete and coach or supervisor.
	· Host your local chapter’s play down.  If possible, use the same markers and volunteers for this event as for the provincial event.

· Consider having team leaders for each event and a team leader for markers.

· After the playdown event, send a selected event to the OAME webmaster as practice materials for all other chapters is PDF format

· Inform the Registration Chair and OMO Chairs and the EDs that practice materials have been posted to the web so chapter OMO co-ordinators can let the winning teams know that practice is available
	· Start to collect completed Individual Registration Forms and fees and organize registration information.

· Forward relevant registration information to appropriate committee chairs (e.g., t-shirt sizes, dietary requirements, media release forms).   All registration fees are to be forwarded to Finance Chair.
	· Make arrangements for transportation to and from the venue (if applicable).
	· Involve volunteer markers in local playdowns.
	· Determine which donated items are appropriate for student gift bags (e.g., “I love Math” pencils, pens, rulers, manipulatives, calculators, books, keychains, cards)

· Co-ordinate ordering of t-shirts for students with Promotions Chair (not all coaches have their team sizes in so be sure to order 2 XXL adult size, and then mostly large and medium).  Some suppliers need 6 weeks turn-around, others only need days.

· Order medals (not plaques) for top 3 teams (Gold, Silver, Bronze; 4 of each)

· Create a template for a certificate of participation for each student

· In conjunction with the Promotions Committee, have posters created to highlight key sponsors for the event. If possible,  these posters will be put on display during OAME/AOEM provincial conference and the OMO event.  
· Consider creating a flyer-sized version to include in gift bags of students and coaches.  
	2 months

	1
month
	· In conjunction with Volunteers Chair, assign volunteers to a specific task or location.

· Finalize schedule of events in conjunction with Facilities Chair,  Hospitality Committee and Contest Chair.
· 
	· Create room assignments in conjunction with Registration and Site.

· Collect all food allergy information and any special dietary requirements from Registration Chair and Volunteers Chair.

· Visit site with chairs to confirm logistics and record any signage needed.
· Finalize schedule of events in conjunction with OMO Chair,  Hospitality Committee and Contest Chair.
· Ensure that any required software is installed.
· Ensure a map of the site is available for Volunteers Chair, Co-Chairs, and Registration to be included in the coach and mathlete packages.
	· Send out main media release/invitation.  Be sure to include your contact information.
	· Update the OMO Host Committee on the details of all money received and outstanding (budget report).
	· In conjunction with the Registration Chair, create team numbers and Mathlete identification)

· With Facilities Chair, visit the site to confirm logistics and finalize schedule of events
	· In conjunction with the Contest Chair, create team numbers and “mathlete” identifiers (for example, “17AM” could be used to identify team 17-Pair A-male).  Forward information to Contest Chair.
· Collect outstanding individual registration information/fees.

· Prepare Registration Packages for coaches and mathletes. (gifts bags, etc.to be picked up upon arrival)

· With assistance from the Volunteers Chair and Facilities Chair, arrange for volunteers (usually OMO Committee members) to assist with the registration between 3:30 and 5:30 on the Friday of the event.
· In conjunction with Facilities Chair, create room assignments for overnight stay
· Collect info. re:  food allergies and dietary requirements and forward to Facilities Chair
	· Finalize schedule of events in conjunction with OMO Chair, Facilities Chair and Contest Chair.

	· In conjunction with OMO Chairs, assign volunteers to a specific task or location.

· Confirm your volunteers with a letter.

· Confirm approximate number of senior students interested in accumulating volunteer hours.

· Provide special dietary requirements for volunteers to the Facilities Chair.
	· Organize getting trophy from previous year’s winning team

· Take inventory of all awards (i.e., medals picked up, trophy tracked down, etc.)

· Draft thank you letters or purchase thank you cards that will be sent to sponsors after the event.
	1 month

	2-3 weeks before
	· 
	· Communicate all food allergy information and any special dietary requirements to site.

· Create any required signage for the site.
· Give a copy of the final schedule and maps to Sponsorships/Awards Committee to include in coach and student packages, and the Volunteers Chair to give to all volunteers.
	· 
	· 
	· 
	· Assemble/collate registration package/gift bags for coaches.

· Assemble/collate registration packages/gift bags for students.

· 
	· 
	· 
	· Print certificates of participation.

· Print any special awards (see 6 months before)

· Assemble gift bags for coaches and students (include schedule and map from Registration Committee)

· Pick up t-shirts

· Meet with the Master of Ceremonies.  (Create a rough outline of script , if required.)

· Get copy of final schedule and map from Facilities Chair.
	2-3 weeks before

	1 week before
	· 
	· 
	· Send out final media release/invitation.  Be sure to provide contact information.

· Prepare a media package.
	· Communicate to  Registration Chair any outstanding monies from teams so that they can alert the specific OMO co-ordinator.
	· Make copies for the events

· Put manipulatives packages together.

· Train markers and facilitators.

· Consider making a package containing the contest materials to be given to each coach after the event; be wary of giving the solutions as sometimes alternate solutions are found while marking errors are discovered

· Input codes, chapter and participant names into the spreadsheet.

· Give “Math and Mingle” instructions to the MC to be included in their script, if applicable.


	· Finalize all team information (names).  Forward information to appropriate committee chairs.

· Communicate with Finance Chair regarding any outstanding registration fees.

· 
	· 
	· 
	
	1 week before

	Friday of event
	· Ensure all students have submitted a “Media Release” form.

· In conjunction with Hospitality Chair and Registration, record cell phone numbers of coaches (or groups of coaches).  These numbers will be for emergency use only in case of student illness on Saturday.
	· Check rooms for appropriate supplies and setup.
· In conjunction with Registration and Site, hand out room assignments and keys.
· Set up registration area and welcome signage

	· Confirm with the OMO Chair and Registration Committee  that a “Media Release” form has been submitted by each student.

	· Prepare cheques for venues for parent/coach activities once number of participants is finalized and give to Hospitality Chair.
· Collect any payments given at registration from Registration Chair
	· Ensure “Math and Mingle” event is running smoothly

· Check with Facilities Chair regarding any last minute room, materials, or software issues.
	· In conjunction with Hospitality Chair, record cell phone numbers of coaches (or groups of coaches) and deliver to OMO Chair.  These numbers will be for emergency use only in case of student illness on Saturday.

· In cooperation with Sponsors and Awards Chair and Facilities Chair, as team register:

· Collect any outstanding registration information from coaches and mathletes

· Hand out registration packages and gift bags to coaches and mathletes

· Hand out room assignments and keys.


	· In conjunction with the Finance Committee, arrange payment for venue (if applicable).
· In conjunction with Registration, record cell phone numbers of coaches (or groups of coaches) and deliver to OMO Chair.  These numbers will be for emergency use only in case of student illness on Saturday.
	· Hold volunteer training session prior to the start of the event.
	· Ensure that any sponsorship banners, posters are displayed and gift bags are ready to be handed out.
	Friday of the event

	Saturday of Event
	· Oversee all events; troubleshoot when required.
	· Set up hospitality and special events area

· Hang banners and signs (Note: Change session door signs at the end of each day)

· Monitor prep of session rooms and exhibit area

· Monitor any necessary room or layout changes; liaise with site re: any necessary changes

· Take down signs at end of event
	· Be available to greet any media and answer any questions.
	· Chair to be available on site so that outstanding fees (registration or other) can be collected and cheques issued as necessary


	· Contest Chair should be freed up to check that events are running smoothly.

· The Marker Team leader for markers has the authority to change marking keys if necessary.
	· 
	· Accompany coaches/parents, if needed.
· Bring cell phone in case of emergency.  Leave the number with OMO Chair.

· Bring required cheques for venue(s).
	· Ensure all volunteers arrive and are confident in their assignments.
	· Awards ceremony organization and awards presentations. (Note:  The engraving of the trophy plate will occur later.  The winning chapter is responsible for getting the engraving done and the associated cost.)
	Saturday of the event

	The week after the event
	· Prepare a verbal report for OAME.

· In conjunction with the Promotions Chair, send thank you note to the Media Liaison at the local school board if he/she helped out.
· In conjunction with the Volunteers Chair, send thank you notes to all volunteers.
· Get package of material from   Contest Chair to be posted in the chapter rep. section of OAME website.
	· Ensure that all parties /venues have been paid.

· Communicate any recommendations for next year’s Facilities Committee to Chair to include in final report.


	· Write an article about the event for inclusion in the Gazette.

· If media has not covered the event, consider submitting a newspaper article and/or photos to local newspapers.

· In conjunction with the OMO Chair, send thank you note to the Media Liaison at the local school board if he/she helped out.
	· Collect any outstanding bills from all committees so that all debts can be settled.

· Make bank deposits, if necessary 

· In conjunction with Facilities Committee, ensure that all outstanding fees have been paid.


	· Prepare package of material to be posted in the chapter rep. section of the website to be accessed by other Math Olympic Committees.

· Give package to OMO Chairs.
	· Summarize registration statistics and forward to Finance Chair and OMO Chairs.
	· In conjunction with Finance Committee, ensure that all venues have been paid.
	· In conjunction with the OMO Chairs., send thank you notes to all volunteers.
	· 
	The week after the event

	Within 90 days of event
	· Prepare final written report to OAME, including a budget comparison in conjunction with the Finance Chair.

· Send thanks to all and sponsors, in conjunction with Sponsors and Awards Chair, and Volunteers Chair.
	· 
	· 
	· Prepare final budget report (See Appendix 5.A)

· In conjunction with the OMO Chairs., prepare the final written report to OAME and local chapter.

· Write cheque to OAME/AOEM for any balance remaining at the conclusion of the OMO. Forward to the Executive Directors of OAME.  


	· 
	· 
	· 
	· 
	· In conjunction with OMO Chairs, send thanks to all sponsors
	Within 90 days of event


Go to Table of Contents.

OMO 2008 Committee Timeline




Revised – February 2009










Page 1 of 6

