Appendix A: University of Michigan Singapore Students Association Freshmen Welcome Program 2006 Timeline
	S/N
	Date
	Event
	Responsibility
	Comments

	1
	27 March
	1st committee meeting
	OP
	Form sub-committees, mailing list

	2
	April
	Establish contact with Office of Undergraduate Admissions
	OP, HR
	

	3
	April / May
	Filming of Orientation Video

Collection of material for presentation
	IT
	In Ann Arbor

	4
	May
	Begin program planning
	EM, LO
	

	5
	May
	Establish contact with University of Michigan Alumni Association
	HR
	

	6
	May
	Start sourcing for venues and catering services
	LO
	

	7
	3 June
	Confirmation of venues
	LO
	

	8
	June
	Formation of mentor groups and peer advising groups
	HR
	

	9
	June
	Obtain name list of incoming freshmen
	HR
	In Ann Arbor

	10
	June
	Work on Information Package
	EM
	In Ann Arbor

	11
	June
	Updates on SSA website
	IT
	

	12
	23 June
	End of Spring Half Term 2006
	-
	

	13
	1 July
	Establish contact with freshmen
	HR
	

	14
	1 July
	Confirmation of event concepts
	EM, IT
	

	15
	1 July
	Confirmation of catering services and equipment list
	LO
	

	16
	2 July
	Re-union meeting
	OP
	Updates from all sub-committees

	17
	July
	Informal group meetings
	-
	

	18
	9 July
	Send out invitations
	HR
	

	19
	22 July (Sat)
	Formal welcome
	All
	

	20
	23 July (Sun)
	E2K6
	
	

	21
	5 August
	Special event
	All
	

	
	
	
	All
	


	S/N
	Date
	Event
	Responsibility
	Comments

	22
	11 to 24 August
	Receive freshmen in Ann Arbor
	HR
	Volunteers needed

	23
	24 August
	Earliest check-in date for halls
	-
	

	24
	25 August
	Start of International Orientation
	-
	

	25
	26 August to 4 Sept
	Administration, shopping
	HR
	Volunteers needed

	26
	5 Sept
	Start of Fall 2006
	-
	

	27
	15 Sept
	Senior-Junior Interaction Session
	OP
	

	
	16 Sept
	
	
	Football game @ Notre Dame

	28
	23 Sept
	House-warming
	OP
	Football game vs. Wisconsin

	29
	30 Sept
	Birch Run trip
	All
	Football game @ Minnesota

	30
	16-17 Oct
	Fall study break
	-
	


Key:

OP = Overall Planning

HR = Human Resource

LO = Logistics

EM = Events Management

IT = Information Technology

Useful website: http://www.admissions.umich.edu/admitted/internationalstudents.html
Human Resource
	S/N
	Deadline
	Task
	Comments

	1
	Ongoing
	Establish contact with kiasu incoming freshmen
	In Ann Arbor

	2
	12 May
	Establish contact with Office of Undergraduate Admissions
	In Ann Arbor

	3
	19 May
	Revise Survival Checklist
	In Ann Arbor

IMPT: Emergency contact in AA, available transport from airport

	4
	26 May
	Obtain list of mentors and peer advising groups
	In Ann Arbor

	5
	9 June
	Obtain Orientation Package from Office of New Students Program
	

	6
	9 June
	Obtain name list of incoming freshmen
	

	7
	23 June
	Confirm name list of incoming freshmen (by phone calls)
	In Singapore

IMPT: Inform freshmen about UMSSA website

	8
	23 June
	End of Spring Half Term 2006
	

	9
	30 June
	Final design of invitation cards

Formation of mentor groups

Set up umich mailing list with incoming freshmen
	

	10
	2 July
	Re-union meeting
	Updates from all sub-committees

	11
	3 July
	Print out invitation cards
	Budget: USD$75

	12
	7 July
	Send out invitation cards
	

	13
	20 July
	Ensure each mentor group has met at least once
	

	14
	22 July (Sat)
	Formal welcome
	

	15
	23 July (Sun)
	E2K6
	


Logistics
	S/N
	Deadline
	Task
	Comments

	1
	2 June
	Confirm formal venue and catering service
	Budget: USD$200

	2
	9 June
	Confirm informal venue
	Budget: USD$250

	3
	1 July
	Confirm equipment list for formal and informal
	Budget: USD$50

	4
	2 July
	Re-union meeting
	Updates from all sub-committees

	5
	22 July (Sat)
	Formal welcome
	

	6
	23 July (Sun)
	E2K6
	


Event Management
	S/N
	Deadline
	Task
	Comments

	1
	May
	Link up with Logistics to find out venue constraints
	

	2
	26 May
	Confirm program for formal
	In Ann Arbor

Refer to Ctools for format

	3
	9 June
	Confirm program for informal
	In Ann Arbor (ideas from everyone)

	4
	23 June
	End of Spring Half Term 2006
	

	5
	2 July
	Re-union meeting
	Updates from all sub-committees

	6
	22 July (Sat)
	Formal welcome
	

	7
	23 July (Sun)
	E2K6
	


IT
	S/N
	Deadline
	Task
	Comments

	1
	19 May
	Complete filming of Orientation Video
	In Ann Arbor

	2
	26 May
	Complete editing of Orientation Video
	In Ann Arbor

	3
	3 July
	Updates on SSA website
	Program/venue for formal and informal

	4
	2 July
	Re-union meeting
	Updates from all sub-committees

	5
	22 July (Sat)
	Formal welcome
	

	6
	23 July (Sun)
	E2K6
	


Overall Planning 
	S/N
	Deadline
	Task
	Comments

	1
	19 May
	Establish contact with University of Michigan Alumni Association
	Liheng

	2
	2 July
	Re-union meeting
	Updates from all sub-committees

	3
	4 July
	Send e-mails to freshmen regarding formal and informal
	Chee Chian

	4
	14 July
	Set up freshmen mailing group
	Jun Rong

	5
	22 July (Sat)
	Formal welcome
	

	6
	23 July (Sun)
	E2K6
	


