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Description of files in folder
In alphabetical order of name of file

·  2 minutes sign
· A document that states “2 minutes.” Use to communicate to a keynote speaker than they have 2 more minutes left of assigned time to speak.  This document can be modified to denote different amounts of time
· Budget
· A sample budget listing items if hosting an event with a speaker
· Canva Flyer templates
· Links to flyer templates made using Canva.  Includes 11x17 and 24x36 flyer sizes
· Directional Arrow
· Print and tape on walls to direct audiences to correct location
· EBD Ad
· Can be used as an advertisement for EBD in a newspaper or similar outlet
· Ella Baker Day extra credit sign in
· If you are hosting an event that offers extra credit for student attendance, use this as a sign-in sheet
· Event Programs – Bookmark
· Template for creating a program for an EBD event. Template makes 3 bookmarks per page.


· Logo1
· Ella Baker Day logo in rectangle shape. This logo is usually what is used to create EBD stickers.  Upload logo to online sticker company and/or can be used on Avery stickers for printing at home/office
· Logo2
· Ella Baker Day logo to be used on all communications
· NYC proclamation
· Current suggested proclamation for the creation of Ella Baker Day in New York.  This proclamation can be used as a template to create one for your own state (if not yet created)
· Opening Remarks
· Sample opening remarks when hosting an EBD event
· Petition Links
· Links to current petitions on Change.org
· Raffle tickets
· If you are hosting an event and want to offer a raffle gift, use this document and Avery raffle paper to create raffle tickets
· Return Address Labels (and Directions)
· Do you want to use EBD return address labels on your envelopes?  Use this file to create your personalized return address labels (use Avery return address paper)
· Simple 8.5 x 11 Flyer
· Basic template for 8.5 x 11 Flyer for an EBD event
· Simple Press Release
· Template for creating a basic press release.  Can be sent to your local media outlet prior to event.
· Speaker Invitation letter
· Sample draft language for inviting a person to speak at your EBD event
· Thank you cards.5x7
· Ella Baker Day thank you cards in size 5x7.  Print and use to thank co-sponsors/organizers, and other involved parties.
· Tonight Stickers
· Stickers that say “tonight” on them.  Print and put on flyers on the day of the event
· W9 form
· If you invited a speaker and offering payment, then you need to have the speaker fill out a W9 tax form.  
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