Calendar of PA activities.

Day -8 (1 July)


1.   EDC for publishing of Welcoming newsletter.

Day -1 (8 July)


1.   Photography begins.


2.   Submittal of Day 1 newsletter for approval.

Day 0 (9 July)


1.   Morning PA staff meeting; distribution of daily assignments.


2.   Mass Production of Day 1 newsletter.


3.   Photography at in-processing.


4.   Begin work on Day 2 newsletter.


5.   Submittal of newsletter for Day 1 to XO Stebbins.


6.   Meet with SET OIC.


7.   Close of day PA staff meeting.

Day 1 (10 July)


1.   Morning PA staff meeting; distribution of assignments.


2.   Completion of Day 2 newsletter.


3.   Submittal of Day 2 newsletter for approval to XO Stebbins nlt lunchtime.


4.   Photography will be taking place all day.


5.   Mass production of newsletter for Day 2 in the afternoon.


6.   Submittal of Day 2 newsletter to XO Stebbins nlt dinner.


7.   Begin work on Day 3 newsletter.


8.   Meet with SET OIC.


9.   Close of day PA staff meeting.

Day 2 (11 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 3 newsletter.


3.   Submittal of Day 3 newsletter for approval to XO Stebbins nlt lunchtime.


4.   Photography will be done all day long.


5.   Mass production of newsletter for Day 3 in the afternoon.


6.   Submittal of newsletter to XO Stebbins nlt dinner.


7.   Begin work on Day 4 newsletter.


8.   Start layout for yearbook.


9.   Meet with SET OIC.


10. Close of day PA staff meeting.

Day 3 (12 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 4 newsletter.


3.   Submittal of newsletter to XO Stebbins for approval nlt lunchtime.


4.   Photography will take place all day.


5.   Collection of staff biographies for yearbook/staff pictures will be taken.


6.   Mass production of Day 4 newsletter.


7.   Submittal of Day 4 newsletter to XO Stebbins nlt dinner.


8.   Begin Day 5 newsletter.

 
9.   Continue layout for the yearbook.


10. Meet with SET OIC.


11. Close of day PA staff meeting.

Day 4 (13 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 5 newsletter.


3.   Submittal of Day 5 newsletter for approval to XO Stebbins nlt lunchtime.


4.   Photography will take place all day.


5.   Editing of staff biographies


6.   Mass production of newsletter for Day 5 in the afternoon.


7.   Submittal of Day 5 newsletter to XO Stebbins nlt dinner.


8.   Begin Day 6 newsletter.


9.   Collect flight quotes.


10. Meet with SET OIC.


11. Close of day PA staff meeting.

Day 5 (14 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 6 newsletter.


3.   Photography will take place all day.


4.   Submittal of Day 6 newsletter for approval to XO Stebbins nlt lunchtime.


5.   Mass production of newsletter for Day 6.


6.   Submittal of newsletter for Day 6 to XO Stebbins nlt dinner.


7.   Begin newsletter for Day 7.


8.   Fill in yearbook pictures and quotes.


9.   Begin template for home town news release.


10. Submittal of template for release to XO Stebbins for approval.


11. Meet with SET OIC.


12. Close of day PA staff meeting.

Day 6 (15 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 7 newsletter.


3.   Submittal of Day 7 newsletter for approval to XO Stebbins nlt lunchtime.


4.   Photography will take place all day.


5.   Mass production of newsletter for Day 7.


6.   Submittal of Day 7 newsletter to XO Stebbins nlt dinner.


7.   Begin newsletter for Day 8.


8.   Continue laying out yearbook.


9.   Begin reports for National Headquarters and "The CAP News."


10. Meet with SET OIC.


11. Close of day PA staff meeting.

Day 7 (16 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 8 newsletter.


3.   Submittal for approval of Day 8 newsletter to XO Stebbins nlt lunchtime.


4.   Photography will occur all day.


5.   Mass production of Day 8 newsletter.


6.   Submittal of Day 8 newsletter to XO Stebbins nlt dinner.


7.   Begin newsletter for Day 9.


8.   Do all necessary Certificates of Appreciation.


9.   Finish the yearbook.


10. Submit yearbook for approval to XO Stebbins by end of duty day.


11. Close of day PA staff meeting.

Day 8 (17 July)


1.   Morning PA staff meeting; daily assignments.


2.   Completion of Day 9 newsletter.


3.   Submittal of Day 9 newsletter to XO Stebbins for approval nlt lunchtime.


4.   Photography will take place all day.


5.   Mass production of Day 9 newsletter in the afternoon.


6.   Submittal of Day 9 newsletter to XO Stebbins nlt dinner.


7.   Finish home town news releases.


8.   Production of home town releases.


9.   Close of day PA staff meeting.

Day 9 (18 July)


1.   Morning PA staff meeting; daily assignments.


2.   Distribution of Day 9 newsletter and yearbook.


3.   Photography will take place.


4.   Completion of reports for National Headquarters and "The CAP News."


5.   Close of day PA staff meeting.

"The Fort Drum Voyager"  Newsletter 1999.

How to get the newsletter approved and copied?


Will be submitted daily of the "Voyager" will be given to XO Stebbins prior to lunch and will be copied and resubmitted to XO Stebbins prior to dinner.  Form what I have been told, a copy machine was rented every year so that will can make copies of all newsletters ourselves.


What will the yearbook be like?


The yearbook will be divided into sections.  The beginning will have pictures, as it did last year, of the command staff (senior and cadet).  Following that will be the executive staff group picture, then the individual division photos (i.e., Admin, Training, etc.).  The "collage" page(s) for Executive staff will follow that.  Next will be the SET pages which will include a group shot and a collage page.  Following those pages will be the alphabetized biographies with pictures of the staff.


After all that will come the flight pages.  Each flight will have two pages.  One will be a group picture and a list of the cadets names.  The other will be a collage page of pictures and quotes from that flight.  Following these pages will be a few blank pages for autographs.  

Budget?



i don't really know it will all cost but i do know what we will need:

1.  A copier.






6.  Pencils (they're better than pens)

2.  A laptop.






7.  A Sharpener (so there's one drawback)

3.  A printer.






8.  Pads (legal pads should do fine)

4.  Reams of paper.





9.  Glue ( Elmer's)

5.  Film and developing costs.


10. Scissors.

Hometown Press Release.


A basic template will be written and the name of the paper as well as the cadet will be added as needed.  What we do have is a listing of all the NY newspapers and their circulation areas.  What I propose to do is to ask the cadets the name of their local paper and then cross reference from there.  The papers will receive the releases by email.

Getting general knowledge from SET for the newsletter.


I propose
 to meet with the SET OIC daily to assist them with any knowledge that they will need printed.

I hope this sufficiently covers all that you had wanted.

C/MSgt Elizabeth E. Reilly

Public Affairs OIC

1999 NYW Encampment

