| NTRODUCTI ON

The fi ni shi ng t ouches have been put on your newfacility. Mssive amounts of dirt have
becone | andscaped ar eas and pl ayi ng fi el ds, cl assroons have been f ur ni shed and t he
paint hasdried. It'stinetobeginplanningtheunvel lingof your newcanpus or additionto
your school. Youw || want to check with your Area G fice andthe Gomrmunity Rel ati ons
Depart nent bef ore pl anni ng the event. At the sane ti ne, you shoul d fol | owt he si npl e
guidelines outlinedinthis nanual .

Thetinerequiredfor planningandthe activitiesinvol vedw || vary dependi ng onthe si ze
and pur pose of your event. The fol | ow ng procedures are desi gned t o provi de you w th
gui del i nes and ti ps t o hel p nake your event a success, but you shoul d al sofeel freeto be
creativeandinnovative. Ater adl —it’syour cel ebration!

PLANNI NG THE EVENT

The Conmittee

Establishacommittee to planthe event. The conmttee nay i ncl ude:

. Rincpe

. Parents

. Teachers

. S udent s (secondary)

. Fecilitiesprgect coord netor

. Gnera contractor

. Achitect

. Busi ness partner |iai son(s)

. Aeaand Dstrict staff

. Local Minicipal Representative

Sel ecting a Date

Establishingarealistictinelineis keytoasuccessful event. Far too nany events never
reachtheir potential duetothelack of tinetoplan. Asuccessful event requirestine and
good pl anni ng by al | those i nval ved. Three nont hs bef ore you want t o have the event, the
commtt ee shoul d sel ect sone possi bl e dat es and ti nes and have t hemcl eared. Thi s nay
sound easi er thanit is. Qur Dstrict isalargeandbusy school systemand provi des a great
deal of conpetitionfor tines anddates. The coomttee w || want to establishadate that
enablesdignitariestoattend.

Toclear adate, contact the Gormunity Rel ations Departnent to deternine conflictswth
t he Board Menber s’ cal endars or the Superintendent’s schedul e. Gommuni ty Rel ati ons
wll alsodetermneif there are any conpeting events schedul ed for the dat e you have
chosen whichwould nake it difficult for sone of the peopleyouintendtoinviteto accept
theinvitation. Thedate al so shoul d be cl eared wth your Aea fice.
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