
	AWARD SUBMISSION TIMELINE




Below is a sample of how we set up our timeline.

[bookmark: _35ku052a58nu]October:
Have an awards submission meeting 
[bookmark: _m1g2bqcs8i1q]Assign Job:
· Submissions - writers, editors
· Impact Award
· Woodie Flowers Award
· Dean’s List
· Executive Summary - writers, editors
· Videos - editors, filmographers, interviewers
· Business plan - writers, editors
[bookmark: _h79tqbtqd40]Set up deadlines for :
· Impact Outline 
· First Draft of Impact  Award
· Second Draft of Impact Award
· Third Draft of Impact Award
· Final Draft of Impact Award
· Woodie Flowers Award Outline
· First Draft of Woodie Flowers Award
· Second Draft of Woodie Flowers Award
· Third Draft of Woodie Flowers Award
· Final Draft of Woodie Flowers Award
· Dean’s List Outline
· Dean’s List First Draft
· Dean’s List Second Draft
· Dean’s List Third Draft
· Dean’s List Final Draft
· Presentation Outline 
· Presentation First Draft 
· Presentation Second Draft 
· Presentation Final Draft 

Work on Storyboard for Safety Animation Video - Be sure to check the FIRST site for the “Theme” of the video it changes annually 

[bookmark: _sw4s3aqvl8wq]November:
· [bookmark: _ln8d3aueajlg]Week 1-
· Impact Award outline 
· Presenters picked
· Impact video idea brainstorming
· Begin creating Safety Animation Award
· Make sure that your Deans List Students and Woodie Flowers nominees have a FIRST Dashboard account and a signed Consent and Release form in their profile 

· [bookmark: _8j9qab6iv2pl]Week 2 - 
· 1st draft of Chairman’s Award submission 
· Choose Woodie Flowers Award and Dean’s List nominees 
· Begin gathering information for Business Plan
· Finalize Safety Animation Award

[bookmark: _u7fj1sty8q4p]December:
Safety Animation Video due early in the month

· [bookmark: _euwjdcpgjp1]Week 1 -
· 2nd draft of Impact Award submission
· Outline for Impact  Award Presentation and Woodie Flowers
· Video storyboard 
· 1st draft of Executive Summary and Essay
· Submit the Safety Animation Award
· Compile your Documentation sheet and get ready for submission

· [bookmark: _yo1dn3m1sltq]Week 2 - 
· 1st draft of Impact Presentation, Dean’s List, and Woodie Flowers nomination
· Begin Impact  video recording and draft of Business Plan



[bookmark: _86j9s8dw8k1k]January:
· [bookmark: _3k6233t0b6n1]Week 2 - 
· 3rd draft of Impact Award submission
· 2nd draft of Impact Award presentation script, Dean’s List & Woodie Flowers
· Begin editing the Impact Award video
· Pick pictures for Impact Award, Woodie Flowers and Deans List submissions. 
· Finalize your Documentation sheet and get ready for submission

· [bookmark: _sdafe3n0gv1s]Week 3 - 
· Edit Impact Award submission as a team
· 3rd draft of Impact  presentation 
· Pick Dean’s list & Woodie Flowers nominees 
· Continue Impact video


· [bookmark: _k79wt9fqnf28]Week 4 - 
· Go over Woodie Flowers Award as a team
· Finalize Dean’s List nominee
· Get input on video from team members
· Make final edits to submission and presentation

[bookmark: _xmhwx7te9a74]February:
· [bookmark: _xrq5gb91aeno]Week 1 - 
· Work on the final drafts of  Impact  submission, Dean’s List and Woodie Flowers nominees 

· [bookmark: _3hibboo203ul]Week 2 - 
· Submit all awards, Impact, video link and documentation, Woodie Flowers nominee , pictures and Dean’s List nominee
