Clean Energy Jobs Day: Weekly Checklist

Week of May 11th: Check-in meetings either by conference call or phone

1. Review Check-In Meeting Agenda at moveon.org/powerupamerica/organizing/

This page is a ton of information including:

· Online event registration (“Bob”) for Clean Energy Jobs Day

· Guide for Clean Energy Jobs Day

· Attendee Recruit Script

· Clean Energy Business Recruit Script

· Talking Points

· Press Advisory

· How to “shadow” your congressional target

·  Guide on how to research your congressional target

Please take the time to read this page thoroughly; it should answer most of your questions!

2. Deadline to schedule Clean Energy Jobs Day online: May 14th (link at moveon.org/powerupamerica/organizing/
3. Small Business Outreach

a. Choose your starting location

b. Identify other stops for your tour (goal 2-3 businesses)

c. Discuss and come up with a clear “vision” of the tour

4. Finding Speakers

a. Line up Speakers

b. Plan how you will prep your speakers

c. Decide what the most important talking points should be

5. Media

a. Get an update on how the media work is going

b. Pull your media list together. Make sure your list includes local radio stations, local newspapers and blog sites.

c. Create a plan for calling the media and sending press releases

6. Recruitment

a. Discuss how many people would be realistic to have at your event.

b. What recruitment you have already done

c. Decide what other recruitment you should do and make a plan for how you will accomplish it, using the Council page and new Council recruitment tool. 

d. Assign everyone tasks and have them take responsibility for what they agreed to do

7. Invite target

a. Send a letter to your Target’s office to invite them to participate in the Jobs Day. 

b. Follow up the letter with a phone call to get the event onto their schedule. 

c. Continue to follow up every week until the Jobs Day. 
8.Next Steps

a. Talk about what else needs to be done right now

b. Brainstorm about what else it will take to make sure your Clean Energy Jobs Day is really successful

c. Decide what visuals you’ll need, i.e. green hard hats, blown-up photos, posters, or other visuals from other local clean energy businesses to arrange behind your speakers. Or, you could make a big banner that includes the names and/or logos of other local clean energy businesses. Make sure someone takes on this task right away, because it will take time

d. Mental walk through: Think through your Clean Energy Jobs Day and what you’ll need to get ready for it

Week of May 18th: Preparation and recruitment

a. Schedule a prep meeting with business owners and other speakers. Have them work on polishing their script

b. Continue Recruitment for Clean Energy Jobs Day

c. Make sure your media list is completely updated

d. Ask someone to take on the task of map questing your route and making copies to pass out to your attendees

e. Identify and prepare a council member (or team of members) who can work the crowd during the event.  This person or team will be responsible for two critical things during the event:

· Working the crowd with the sign-in sheet and inviting people to the debrief / next steps call.

· Getting the phone number for your target’s office and putting this number at the top the Clean Energy Jobs Day talking points.  While passing around the sign-in list, they should pass out these talking points and encourage folks to call your target politician during the Jobs tour.

Week of May 25th: Last minute details

a. Make reminder calls to those who have signed up for the event. These calls are vitally important to the success or failure of your event, so don’t skip this crucial step!

b. Make pitch calls and e-mail press advisories to the media

c. Schedule a debrief meeting for after the event, and make invitations to hand out to attendees (They don’t need to be fancy, index cards would work fine)

d. Think about materials you might need at the event, such as a clipboard and pens so attendees can sign in

Congratulations, Clean Energy Jobs Day has arrived! With all your great planning, you will have a fantastic event!!

