Time Line for Coordinating Elementary School Science Fair

October - December

· Discuss jobs and responsibilities

· Determine date for Science Fair 

· Find judges; Contact Director of the county fair – Dr. Lisa Sullivan (sullivanl@apsu.edu) to set up APSU students to judge if desired.

· Find out when teacher in-service for the county science fair will be held at APSU

· Check inventory of boards/titles/awards and place orders if necessary (boards from Cougar Packaging, titles from Educational Products, Inc and awards from Hodges badge company

 - participation ribbons



 - science fair boards 

 - 1st, 2nd, 3rd, award ribbons/medals

December

· Have science fair applications/guidelines copied

· Set date for science boards to go home and check with transportation (for boards to go home on buses)

· Confirm judges

January

· Send home applications/guidelines 

· Arrange for selling of boards with titles

· Notify bus drivers of date boards will go home on bus

*Don’t forget to send home reminder to parents about the day and time of school fair

Month of the Elementary Science Fair (February or early March)
· Set up tables the night before the fair

· When projects arrive, check name on participant list then place note on board with paperclip.  

· Send letter home with winners

· Send thank-you notes to judges

· Count science boards and participation ribbons for next year’s order

