Money & Me planning timeline for credit unions
The recommended timeline includes, but is not limited to, major planning tasks for the Money & Me teen workshop. The months below are representative of programs to be held in July. However, Money & Me can be run anytime in the summer, during a school vacation break or any time that works for your credit union and community.

Timeframe



Task











Date completed

Seven to nine months prior

Determine if you will run a workshop independently and/or in cooperation with other


(Nov. – Jan.)



credit unions in your Chapter/area







______________

Form a partnership with a community-based organization/school/library


______________






Identify a staff member to serve as coordinator/contact




______________

Five to six months prior


Determine workshop location, dates and times






______________

(Feb. – Mar.)

Obtain online promotional materials (posters, flyers, articles, etc.) at 





www.nycuf.org/financial_education/moneyme_marketing.php 




______________


Develop marketing plan to promote/advertise Money & Me




______________



Sign a Memorandum of Understanding with the NYCUF





______________

Four months prior
Notify the NYCUF of workshop location, dates and times





______________

(March)
Add location, dates and times to www.moneyandmeonline.org/signup.php


______________



Identify instructor(s), guest speakers and, if necessary, notify the NYCUF of your need for

a business teacher to serve as lead instructor (the NYCUF will then secure an instructor)
______________

Three months prior
Distribute posters/flyers/registration info to schools/community organizations


______________

(April)
Include article in your credit union’s newsletter, put blurb on website



______________


Download registration and program materials at 

www.nycuf.org/financial_education/moneyme_marketing.php 




______________


Receive and review Educator’s Lesson Guide from the NYCUF




______________

Two months prior
Begin the registration process (prepare confirmation letters to parents/students)

______________
(May)
Ensure your CU has YouTube and Facebook accounts for ease after program


______________
One month prior
Meet with lead instructor and other CU staff presenters to review lesson plans


______________

(June)
Talk with local JA rep about JA Personal Finance activities/expectations


______________


Determine CU products/services to discuss with students (as appropriate to lesson plans)
______________


Determine methodology to track whether or not students take advantage of CU financial 


products and services (tracking timeframe: 4-6 months)





______________

Two weeks prior
Determine which credit union promotional materials to include in student packets 




(Money & Me bags)









______________

Receive Money & Me bags and promotional materials from NYCUF



______________


Continue registration process ensuring all permission agreements are signed 


______________


Notify your local legislator about the workshop and invite as appropriate


______________
One week prior
Send out media advisory/press release







______________


Confirm attendee registrations and signed medical/media releases



______________


Print additional program materials as needed and organize




______________


Follow up with legislator’s office







______________

One-two weeks after
Upload Flip camcorder videos to your YouTube channel and send URL to NYCUF


______________

(Send camcorder to student who won drawing in class)

Upload still photos to Facebook and send URL to NYCUF





______________


Send pre- and post-tests back to JA







______________


Send post media release with photo to local media (and NYCUF)




______________


Send NYCUF survey (pre-class) and post-class evaluation back to NYCUF



______________

Four weeks after
Send students and teachers appropriate links to the post-program surveys


______________


Complete your credit union’s post-program survey 





______________


Submit a MORE report entry at 


www.cuany.org/outreach/community-development/MORE 




______________

