Seer clear of haldingthe event on days wthregul arl y schedul ed acti vi ti es such as Tues-
day Board neetings and Princi pal and Area neeti ng days. Check your school cal endar to
nake sure you have al | otted sufficient tinefor proper pl anning and that you are not in
conflict wth another naj or event pl anned for your school . Take i nto consi derationthe
dates beforereligious or other holidaysthat wouldnakeit difficult for soneindividua s or
groupstoattend or participate.

(Once you have cl eared the date, you shouldwite anofficial letter tothe Superint endent
and Board Mentoer s aski ng that they reservethe date and tine for the event. |f youw sh
t hemt o speak, you shoul d request thisandindicatetheir specificrole (i.e. “athree
mnute greeting” or a“two-mnute closing’). Besuretosendyour Aeadficetheinfor-
nat i on.

Est abl i shing the Tine

The tine of the event often deternines who canattend. Rather thanallowngthetineto
dictate attendance, first decidewioshoudattend. Your list wll likelyinclude

. SQuperi nt endent
. Boar d Menber s
. Local governnent officials

. Parents
. Aeaand Dstrict staff
. Menber s of the busi ness communi ty

. Qhersinva vedinthe project

You nay never findatinethat wll be convenient for everyone, so sel ect atinewhen
those nost inportant tothe event can attend. Renenber to avoi d hol di ng two events
for different audi ences on t he sane day, and keep i n nind t hat your event shoul d be no
| onger than 45 ninutes to an hour.

Conmittee Assignnents

D vide the conmitteeinto groups and assi gn each to a speci fic responsi bility.
These nay i ncl ude:

. Guest list and RSWP
. Rintinginvitations and event program
. Decorati ons

. Ref reshnent s
. Program
. Event t hene

. Rubl i city (press rel eases and phot ogr aphs)
. Qbher | ogistical concerns
. Devel opi ng a budget



