Stephanie Mcintyre —November 2015

Spooktacular
e Followed up with PD after event
e Contacted Stagecrafters for invoice for volunteers

Holiday Magic Parade

Spoke with interested sponsors and parade units

- Updated performer contracts and sent out for signatures
- Spoke with interested community groups for parade

- Followed up with sponsor contracts and invoicing

- Purchased event supplies

- Worked with Fox 2 for parade segments

- Obtained items from 20+ retailers for parade segment morning of parade
- Parade segment at Fox 2 with Ironwood Grill on Nov 18"

- 3 parade segments at parade in morning on Nov 22

- Returned retail items from Fox 2 segment

- Reminder emails to sponsors, participants and performers
- Secured staff to work, sent out job descriptions

- Informed residents of the Fifth through their management company about the timing of the
parade

- Walk through at Skyward Real Estate for Visits with Santa

- Oversaw and approved design of ad for C&G Newspapers

- Sent flyer to school system for Friday packets

- Developed parade line-up, sent to WROK, participants, photographer
- Developed parade script for WROK

- Secured photographer for parade



- Sent email to downtown businesses informing them of the parade and street closures
- Worked with PD for parade set-up/line-up details

- Worked day of parade including setting up of check-in and line-up, launching of parade,
collecting of sponsor banners and returning to City Hall

- Thank you follow up to parade participants and sponsors
- Sorted photos from photographer to send to all groups, sponsors and participants
Social Media

- Worked with Rebuild Nation for review and approval of monthly Facebook and Twitter ads —
Parade, Shop & Dine Local

- Kept Facebook page updated with upcoming events, businesses and comments
- Twitter messages
- Meet Our Businesses Monday —continued scheduling of interviews
Website
- Reviewed and approved submitted businesses, events, music and photos as appropriate
- Updated website with upcoming events

- Responded to inquiries as appropriate through the downtown email



Stephanie Mcintyre —December 2015

Holiday Magic Parade

Obtained photos from photographer

Sorted photos by group/sponsor and sent individually to appropriate group

Submitted for 2016 sponsorship from Genysis

Submitted/approved final invoices for payment

Holiday Image Campaign
- Oversaw and confirmed placement of TV spots on Comcast and WDIV and billboard
- Designed creative for web ads for Fox 2

Social Media

- Worked with Rebuild Nation for review and approval of monthly Facebook and Twitter ads —
New Year’s Eve for December, New Year’s Resolutions and Winter Health for January

- Kept Facebook page updated with upcoming events, businesses and comments

Twitter messages
- Meet Our Businesses Monday —continued scheduling of interviews

Website
- Reviewed and approved submitted businesses, events, music and photos as appropriate
- Updated website with upcoming events

- Responded to inquiries as appropriate through the downtown email
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