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Project Timeline
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Item f22-26 Nov 29 Nov - 3 Dec 6- 10 Dec " 13-17 Dec 20-24 Dec 27-31Dec © 37 Jan " 14dan 7 17-21Jan 22-29 Jan 31Jan - 4 Feb
Corfirm 22, 29 Jan Topics
Caonfirm 29 Jan End Time & How Concurrent Sezsions will be handled
Confirm invitelguest list
Draft Official Invitations - GOH, Speakers, VIF in-person guests, General Invitation (for public to
register for online events)
-| ibor RS

Beaistration &2 Jan: separate forms for In-Person and Online &g, Homecoming STy
Flegistration 23 Jan: Registration via 2oom 30-Kow
Chinese translation

I i i ino datel
Diezign assets For invitation & registration Form
Clear irvitations with Marcornms & CCO
Send out Official Invitations - GOH. Speakers, ¥IP in-person guests [e-invite)
Liason with Presidents’ OFffice & GOH
Diraft Speaking Points President
Diraft Speaking Paoints GOH
Clear Speaking Points with Marcorrnes & CCO
Send out Speaking Points GOH [3 Jan) President
Event Logistics
Verue [22 Jan) - Booked
Adrmin Prograrme
Speakers' Briefing
Rehearzals
On-site Registration, Staging. Seating plan for in-person guests
Onlime Strearning Platfarrn
Confirm and Plan Launch bechanizm [22 Jan): phuvsical or digital? Marcomms to give design elements
Confirm Emcee (22 Jan) AE vo confirm with EQ
Confirm Exhibit Details and Logistics
SUGGESTION: rernove irmediately after event confirm min. # of artpiece
Confirm E xhibit Layvout
Ciigitally capture as to be show in TV screens in WTL
SUGGESTION: Keep it sirmple e.g. rotating slides Jan 12 - arteotk photos ta be available



Project Timeline

Item
Publicity

f22-26 Nov

29 Nov - 3 Dec

B6- 10 Dec

" 13-17 Dec

" 20-24 Dec

¥ 27-31Dec

¥ 37 Jan

" 10-14 Jan

" 17-21Jan

" 22-29 Jan

31Jan - 4 Feb

| /e Belorng Laurnch EDR [including registration For 22 & 23 Jan)

17-Dec

Tlesct E DA

Towold[Eng -
Chi)

15 Dec We
Blelang Service

TEC 'We Belong
4 -Jan

TBEC we Belong
14-Jan

TEC ‘we Belang
25 or 26 Jan

Adhoc EDR request Frorm schools, ete - Suggestion: discuss offling

Brochure

Barner Dezign

Batirer Setup

Social Media Plan

Social Media during SWw
by Stary Subrnission Farrn - rmonitar and Follow-ups

Thank wou E Dk

Video 1

Corfirrn storpboard & updated design illustrations

Arirnation

Tt animnation draft to be cleared internally

Amendments

Clear animation with CCO

Upload ta Sitefinity

15-Dec

Video 2 & 3

Update storvboards

Clear storyboards with CCO

29-Mov: video 2

video 3

Arirnation

receive all
footages: for video
2

st anirmnation draft ta be cleared internally

3-Jar; wideo 2,
viden 3 [ternplate
only)

Final Yideo

video 2

Taoreceive
footages by 27-

Jan




Project Timeline

Item f22-26 Nov 29 Nov - 3 Dec 6- 10 Dec " 13177 Dec " 20-24Dec " 27-31Dec " 3-7.Jan " W14dan " 17-Z1Jan " 22-29 Jan 31Jan - 4 Feb
Wehsite

“we Belong 'Website Launch

Update strearming links

For FB [CITS work with CCO]

Far Website - Marcomms ta Discuss with CCO, CITS, Yendor update on 10 Dec S'W ratg

Text Updates to Website, if any [ad hoc)

Service IntitaivelProjects

Confirm outstading projects

Upload details to Zeles [as project details comne in)

Liaze with cornmunity partners, Ads, student clubs, ete. ta ensure volunteers are informed and

Organizing Partners Briefing - Zeles, clocking hours ete.

Remind volunteers to sign up on Zeles

Fermind AAs, student clubs [i.e. organizing parthers] to send vaou the list of volunteers

Rernind volunteers ta clock their attendance

Fallaw up with argansining partners andor wolunteers photos and videaos from the service

projects

Go onsite or participate online in rezpective service projects to take photos or videos

[get photoz, videos in advance For projects that are starting before 5w

Past-event Briefing 04-Feb




Budget

ltem

Amount
in SGD

Event support, exhibit, event experience S 19,232.00 60%
Publicity and videography, volunteer recruitment & 11.709.72 379
(volunteer management app)

Spare parts for laptop refursbisments S 1,070.00 3%
Total S 32,011.72 100%




SAMPLE DESIGNS




Background for Launch and Closing Events

0
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Infographic (Post-Service Week)
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SERVICE WEEK COMMUNITY B NTU schools, student clubs, departments,
PROJECTS PARTNERS and alumni associations supporting

’ Service Week
(2]
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VOLUNTEER frovaErE\:LEI:tng!ﬁrﬁtlyngoups

VOLUNTEERS HOURS in Singapore and overseas



SOCIAL MEDIA ENGAGEMENT




Facebook

Post (Brief name) Date Interaction Reach Impressions
NTU Service Week (SPMS) Thu, 13 Jan 47 10543 10796
NTU Service Week (CTS) Wed, 19 Jan 51 10968 11530
NTU Service Week (Launch + Panel) Thu, 20 Jan 35 11757 12306
NTU Service Week (Project DATE) Sat, 22 Jan 52 11982 12758
NTU Service Week (WSC) Wed, 26 Jan 102 17998 19037
NTU Service Week (MAE student cuts nails for patients) Thu, 27 Jan 64 11692 12143
NTU Service Week (Thank you post) Fri, 4 Feb 120 17124 22209
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Third-year #NTUsg student Simmaroshini Mahendran wanted “to make go i Over 500 volunteers from #NTUsg schools, student clubs, departments and alumni associations
me together d 3 helping hand to more than 5,000 beneficiaries last week as part of
apprehensive at f
e digital inclus health and
U for spy ™

Mr Tan ShiZhou




Instagram

Post (Brief name) Date Engagement Reach Impressions

NTU Service Week (launch panel) Thu, 20 Jan 245 11347 12535

NTU Service Week (Project DATE) Sat, 22 Jan 327 9127 11912

NTU Service Week (WSC) Wed, 26 Jan 317 9735 11153

NTU Service Week (MAE student cuts nails for patients) Thu, 27 Jan 322 8926 12310

NTU Service Week (Thank you) Fri, 4 Feb 1007 15019 19036
LinkedIn

Post (Brief name) Date Engagement Impressions

NTU Service Week (SPMS) Wed, 12 Jan 74 14446

NTU Service Week (CTS) Wed, 19 Jan 36 7535

NTU Service Week (launch panel) Thu, 20 Jan 45 5935

NTU Service Week (launch + Project DATE) Sat, 22 Jan 62 8780

NTU Service Week (Tulip - WSC) Wed, 26 Jan 51 8275

NTU Service Week (MSE student cuts nails for patients) Thu, 27 Jan 73 12702

NTU Service Week (Thank you) Fri, 4 Feb 42 4633




SERVICE WEEK

22 - 29 January

FB & |G Stories

this Saturday from
10am for the Service

NTU Service Week
HIGEE

8 19.05% s
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