Checklist and Timetable for Computing Reviews’ Trial

	ACTION - PRELAUNCH
	TARGET DATE

	 
	 

	Send IP Addresses
	 

	Receive Standup & Poster
	 

	Post Poster & Place Standup
	 

	Review Materials for Libraries Page
	 

	CR Banner/Link on Library Website or Trial Page
	 

	Review Existing Announcement Strategies
	 

	Prepare 1st Email
	 

	Ready Email List of Faculty/Staff/Students
	 

	 
	 

	FURTHER ACTION - PRELAUNCH
	 

	Post Internal Press Release
	 

	Place CR Ad in Internal Publications 
	 

	Run Internal TV Spot
	 

	 
	 

	 
	 

	ACTION - LAUNCH
	TARGET DATE

	 
	 

	Meet to Make Sure All Is Set (Library & CR Staff)
	 

	Mail 1st Email w/ Quickstart
	 

	Schedule Launch Event or Ice Cream Social
	 

	 
	 

	 
	 

	ACTION - TRIAL (POSTLAUNCH)
	TARGET DATE

	 
	 

	Mail 2nd Email w/ Review Page Tip Sheet
	 

	Follow-up meeting w/ CR to Build User Awareness
	 

	 
	 

	 
	 

	 
	 

	 
	 



Contact Information:


trials@reviews.com 

212-691-8844 x27

                                                                                                           CR-CH-1


