
Create Budget

The Principal should create the budget with input from the planning committee.  Re-
member that all of the costs for the event are borne by the school, with the exception of
groundbreaking events.  See “Guidelines Specific to a Groundbreaking.” Try to keep costs
to a minimum. The budget may include:

• Printing
• Decorations
• Name tags
• Equipment rental
• Postage
• Refreshments
• Flowers or plants
• Photography (film processing)
• Possible charges for police services

An event does not have to be expensive to be successful and memorable.  The budget
should be specific.  To get an accurate idea of what the costs may be, price everything
before you develop your budget and talk to others who have already walked the path you
are about to follow.  Names of schools that recently have hosted events are available
from the Community Relations Department.  Community Relations can also offer guid-
ance and assistance throughout the planning process.

Guests List and RSVPs

Brainstorm a list of potential invitees.  Your invitation list should include the District’s
guest list, which is available through the Community Relations Department.  It includes
the names of the Board Members, Superintendent, Senior Management and key District
staff.  In addition to this list, you will want to invite representatives of those groups
represented on your planning committee. You will also want to invite:

• Area Office staff
• City officials
• Local law enforcement
• Fire Department
• Representatives of your Parks and Recreation Departments
• Representatives of your After-School Care Program
• Business Leaders
• District staff, such as members of the Facilities and Instructional

Departments (involved in creating the new school or facility)
• Former Principals/Administrators (if your school is a replacement)
• Principals within your Innovation Zone
• School Volunteers/PTA or PTO/Advisory
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Guidelines Specific to a Groundbreaking

A groundbreaking ceremony is an introduction of your school to the community and
invited guests. The event should be high quality, creative, well planned and executed
and more importantly, should leave attendees with a favorable image of the new
school facility.  Once a contractor and a project start date have been approved, a
date can be established to proceed with a groundbreaking.

The Community Relations Department will assist with planning all
groundbreakings.

As outlined in the Special Procedures Section of the general contractor’s specifi-
cations, the contractor begins coordination of the groundbreaking ceremony upon re-
ceipt of the project award with the project consultant, project manager, school administra-
tor (if designated) and District representative.

Outlined are the main elements of and procedures specific to groundbreakings and the
contractor’s role.   The contractor provides the following:

• Tent
• Flooring, matting or other adequate surface
• 75 - 100 chairs (verify with project consultant)
• Podium and microphone (audio)
• 12 gold paint coated shovels
• 12 new hard hats
• Souvenirs/give-aways (optional)
• Refreshments (non-alcoholic) for reception following ceremony
• Graphics and printing for invitations and programs
• Mailing list for invitations (to be merged and mailed by District)
• Contact for RSVPs
• Chrome engraved shovel presented during ceremony
• Project consultant’s rendering (for display at ceremony)
• Project consultant’s descriptive scope of project for news release
• Provides designated parking and security (if needed) for attendees

Finally

Don’t hesitate to call Community Relations if you need any help or advice.
954-765-6274.

HAVE A GREAT EVENT!
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