Town Hall Time Line Check Off Sheet
	X
	Date
	 6 to 8 Weeks Before
	Comments/Plans to Accomplish

	
	
	Contact State Legislative  Chairman to arrange for the date, time and location for Town Hall.
	

	
	
	Make sure Town Hall Meeting Organizer’s required contact information has been is given to the State Legislative Chairman.
	

	
	
	Call Legislators office to Invite them. Ask their preference for sending an invitation. E-mail or mail and what address to send it.
	

	
	
	Send out a “Save the Date” to your local Community by e-mail or otherwise once Town Hall is confirmed.
	

	
	
	
	

	X
	Date
	5  to  6 Weeks Before
	Comments/Plans to Accomplish

	
	
	Send list of Legislators to invite to State Legislative Chairman with all pertinent information needed.
	

	
	
	Make sure the Town Hall Meeting information is submitted to your local school newsletters/ websites.
	

	
	
	Send all e-mail information for the Media Outlets you want to be notified to State Legislative Chairman.
	

	
	
	Request an official MOPTA Town Hall flier  from the State Legislative Chairman.
	

	
	
	
	

	X
	Date
	 4  Weeks Before
	Comments/Plans to Accomplish

	
	
	Personally contact the Legislators that have received invitations from Missouri PTA.
	

	
	
	
	

	
	
	Send Invite to Local School Board and Educators in the area.  Encourage Student involvement.
	

	
	
	Confirm with MO PTA Legislative Chairman the  moderator  your Town Hall Meeting.
	

	
	
	Keep in contact with the MOPTA Legislative Chairperson so both sides know which legislators have accepted the invitation.
	

	
	
	
	

	X
	Date
	 2  to 3 Weeks Before
	Comments/Plans to Accomplish

	
	
	Contact Constituents to make phone calls to Legislators. Encourage them to attend.
	

	
	
	Request Press Release from MOPTA Public Relations Chair. Let them know who has been invited and RSVP’d.
	

	
	
	Make copies of Town Hall questions and Legislative Priorities flyers.
	

	
	
	Send Town Hall questions to interested Educators. Suggest extra credit offered for Students attending.
	

	
	
	
	


	X
	Date
	 1  Week Before
	Comments/Plans to Accomplish

	
	
	Call Legislators, ask if any special needs, requests or questions. Confirm the date, time and location.
	

	
	
	Finalize arrangements for location, sound system, name tags, table/ chairs and refreshments are in place.
	

	
	
	Acquire a single pack of 3 x 5 index cards for audience questions.
	

	
	
	
	


	X
	Date
	 Day of Town Hall
	Comments/Plans to Accomplish

	
	
	Arrive at location 1 hour in advance to ensure everything in place.
	

	
	
	Bring copies of Town Hall questions, Legislative Priorities and JC/DC forms.
	

	
	
	Be available to greet Legislators and other guests.
	

	
	
	
	


	X
	Date
	 One Week After
	Comments/Plans to Accomplish

	
	
	Send a thank you note to each Legislator who attended, the moderator and any others organizations that attended or  co-sponsored.
	

	
	
	Remember to thank all those who helped on the local level.
	

	
	
	
	



