
Steer clear of holding the event on days with regularly scheduled activities such as Tues-
day Board meetings and Principal and Area meeting days.  Check your school calendar to
make sure you have allotted sufficient time for proper planning and that you are not in
conflict with another major event planned for your school.  Take into consideration the
dates before religious or other holidays that would make it difficult for some individuals or
groups to attend or participate.

Once you have cleared the date, you should write an official letter to the Superintendent
and Board Members asking that they reserve the date and time for the event.  If you wish
them to speak, you should request this and indicate their specific role (i.e. “a three-
minute greeting” or a “two-minute closing”).  Be sure to send your Area Office the infor-
mation.

Establishing the Time

The time of the event often determines who can attend.  Rather than allowing the time to
dictate attendance, first decide who should attend.  Your list will likely include:

• Superintendent
• Board Members
• Local government officials
• Parents
• Area and District staff
• Members of the business community
• Others involved in the project

You may never find a time that will be convenient for everyone, so select a time when
those most important to the event can attend.  Remember to avoid holding two events
for different audiences on the same day, and keep in mind that your event should be no
longer than 45 minutes to an hour.

Committee Assignments

Divide the committee into groups and assign each to a specific responsibility.
These may include:

• Guest list and RSVP
• Printing invitations and event program
• Decorations
• Refreshments
• Program
• Event theme
• Publicity (press releases and photographs)
• Other logistical concerns
• Developing a budget
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Event Planning Worksheet/Checklist

The following checklist provides a guide to organizing and executing a successful event:

❑ Select a chair and members of your planning committee

❑ Set the event date

❑ Select chairs for subcommittees (refreshments, volunteers, setup and cleanup,
tour guides, parking and traffic, speakers, invitations and programs)

❑ Create a budget (be specific, count cost)

❑ Establish projected timeline for each step

❑ Organize volunteers for each committee

❑ Create invitation list (target groups that have a special stake in the event)

❑ Prepare copy for invitation

❑ Prepare copy for program

❑ Consider logistics (setup tables and chairs, parking, signage, cleanup, audio)

❑ Plan publicity (press release, announcements, newsletters, flyers)

❑ Prepare press release

❑ Decide when/how media should be contacted

❑ Alert media of event and photo opportunities

❑  Hold a “tie down” meeting the day before the event

❑ Discuss assignments

❑ Celebrate your success and thank everyone who contributed and participated

❑ Send photos if possible

❑ Debrief (conduct an evaluation)
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