REU To Do List

By February
1. Get the Website updated 
2. Update Web page with last year information (pictures, posters, etc)

3. Ask professors for projects and post them
4. Recruiting: UPRM’s visit, letters, fliers, emails, presentations (Black Eng + Hispanics, IEEE, ACM), Bernard, Eva, Latin America
By March
5. Close application submissions and file students applications and put in excel sheet
6. Selection and invitation of participants with personal information form

7. Inform professors about students to make their own selection
8. Send confirmation and rejection letters (by March 30th) 
By April
9. Travel arrangements 
a. Students from abroad? Visas.
b. Students from US
10. Housing arrangements 

11. Welcome email to students

12. Email students asking for contact information and sending ours (cell phones)
13. Give list of students to begin the appointment process
14. Reserve rooms for opening day, closing lunch, mid term presentations, final presentations, and for every Friday afternoon
15. Arrange lunch opening day (number of participants, food, etc)

16. Email professors to get ready
a. Keys, lab space, project task definition, etc.

b. PCs

c. Graduate Mentors?

By May 

17. Prepare an Intellectual Property form for students to sign

18. Prepare a Responsibility Release form for students to sign

19. Email professors about opening lunch ceremony and reminder

20. Schedule activities and post them on line

a. Visit to companies (NASA, TACLAN, Disney, etc.)

b. Social activities (with all REUs)

i. Pool party
ii. Bowling week 
iii. MOSI
iv. Kaplan (GRE)
v. Aquarium 

vi. Film schedule 
vii. Others
c. Arrange other talks: poster design, present skills, research papers, info about grad school and financial opportunities, others.

By May
21. Process meal stipends 

22. Update Web schedule

23. Prepare welcome packet:

a. Any paper work 

b. People to contact (including Tech people and staff)
c. Maps
d. Pen, notebook, .....

e. CE, CSE, and/or USF related publicity
24. Prepare weekly pizza meetings

25. Email students with things to bring (Linens, telephone, computer, silverware, dinnerware, bathsuit, etc.)

26. Email students welcoming them and explaining them we will pick them up
27. Get the USF IDs letter ready and visit ID center for them to be ready
28. Verify Magnolia apartments (keys, AC, cards, lights, etc)
29. Give a brief presentation about the program to graduate student mentors (and faculty if any)
First week: 
30. Pick students up in the airport and take them to Magnolia

31. Take students to Wal-Mart to buy stuff the first day

32. First day at USF

a. Breakfast first day

b. Coordinate opening ceremony

i. Lunch

ii. Invite professors

iii. Invite speaker (Dean)

c. Take students to Marshall Center for IDs the first day

d. Fill out job applications (if needed) for appointments the first day 
e. Pay students 1st installment of meal stipend the first day

f. Survey to students and professors the first day (by CREAM – Melinda Hess)

g. Take student to their mentors

h. Enable IDs in C4 lab 
i. Liability form

33. Take foreign students to get SSNs, if needed

Last 2 weeks
34. Prepare end-of-program poster competition

35. Certificates of participation and competition
36. IEEE CS membership 

37. Closing ceremony: Lunch, speaker, surveys (participants and professors)
Once they finish, after the program:

1. Encourage students to apply for conference funding such as Grace Hopper and Tappia, National Conference Undergraduate Research

2. NSF annual report

3. Nuggets to NSF officer

4. Finish writing papers and submit them
5. Send thank you letters to faculty including UPRM and others
Some time later:

1. Track students

a. Papers

b. Fellowship applications

c. Graduation 

d. Post-graduation

e. Post survey
