Event Pl anni ng Wor ksheet / Checkl i st

The fol | ow ng checkl i st provi des a gui de t o organi zi ng and execut i ng a successful event:

O

O

Sel ect a chai r and nentoer s of your pl anni ng committee
Set the event date

Sl ect chairs for subcormittees (refreshnents, vol unteers, setup and cl eanup,
tour guides, parkingandtraffic, speakers, invitations and prograns)

Qeat e a budget (be specific, count cost)

Establishprojectedtinelinefor each step

Q gani ze vol unteers for each conmittee

Ceateinvitationlist (target groups that have aspecia stakeinthe event)
Rrepare copy for invitation

Prepar e copy for program

onsi der | ogistics (setuptabl es and chairs, parking, signage, cl eanup, audi o)
Hanpublicity (press rel ease, announcenents, newsl etters, flyers)

Prepar e press rel ease

Deci de when/ how nedi a shoul d be cont act ed

Aert nedi a of event and phot o opportunities

Hold a“tie down” neeting t he day before t he event

O scuss assi gnnent s

@l ebrat e your success and t hank ever yone who contri but ed and parti ci pat ed
Send photos i f possi bl e

Debri ef (conduct an eval uati on)
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