
 

 
 

Agency Tour 

Timeline     
Task Date expected Associate Completed 

Flyer completed 4-Apr Anna X 

Outreach email 1 drafted 5-Apr Veronica X 

Outreach list completed 5-Apr Veronica X 

Initial partner outreach email sent 5-Apr Veronica X 

Outreach to university career center contacts 6-Apr Lizzy X 

Create engagement brief for poster 6-Apr Lizzy X 

Ask creative to create color coordinated poster  7-Apr Lizzy X 

Facebook event 7-Apr Avery X 

Social posts 7-Apr Avery X 

Outreach Email 2 Draft (for April 18) 10-Apr Veronica X 

Final draft of poster due 18-Apr Anna X 

Follow up with professors  18-Apr Lizzy/Veronica X 

"What can you gain from a tour with us?" Blog post 21-Apr Veronica X, live 

Social posts 21-Apr Avery X 

Check in with BC on food and drinks 24-Apr Lizzy/Hannah X, Approved 

Check in with DJ on food and drinks 1-May Hannah X 

Open house/Agency Tour email blast reminder 1-May Hannah X 

Creative to create arrow guide  1-May Anna/Mandy X 

RSVPs due 3-May Lizzy X 

See you tomorrow/Final instruction email to RSVP list 3-May Lizzy X  

Open house/Agency Tour 4-May All   

 

 



 

 
 

Deliverables 
Item Date 

Flyer completed 4-Apr 

Outreach list completed 5-Apr 

Outreach email drafted 5-Apr 

Initial partner outreach email sent 6-Apr 

Ask creative to create color coordinated poster  7-Apr 

Facebook event 7-Apr 

Social posts 7-Apr 

Follow up with professors  18-Apr 

"What can you gain from a tour with us?" Blog post 21-Apr 

Social posts 21-Apr 

Open house/Agency Tour email blast reminder 1-May 

RSVPs due 3-May 

Open house/Agency Tour 4-May 

 

Open house supply list 

  Name tags  

Round stickers 4 packs, colors: purple, green, orange, blue, red 

  Poster for name tag directions 

Beverages Pink or reg. Lemonade  

  water 

Snacks Pretzels 

  Grapes and Strawberries 

  Cheese/Salami/cracker tray 

Cutlery Cups 

  Plates 

  Napkins 



 

 
 

 

May 4th Run of Show 

3:30 p.m.  Print sign and hang in Lifestyle/ lay out name tags, markers, stickers 

3:30-4:30 p.m.  Set up food/room for event 

4:30- 5:00 p.m.  Guests network with the DEVENEY team 

5:00-5:10 p.m.  Brittany to guide DEVENEY tour 

5:10-5:30 p.m.  Brittany to give presentation to guest in Strategy 
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RSVPs 

 


