Exercise 4.11

Event Planning

Some suggested steps in the process include the following:

· Audience analysis

· Objectives 

· Site preparation and logistics (location, maps, parking, bathrooms, food, first aid, etc.)

· Publicity (news media, targeted announcements)

· Volunteers (recruitment and training)

· Handouts and materials to distribute

· Presentations and activities to conduct

· Partner organizations and agencies

A sample group plan: The Volunteers—Fits into Step 5 (Plan) and 6 (Implementation)

1. Identify what tasks we need volunteers to do

a. Before the event

b. During the event

c. After the event

2. Identify where we can find these volunteers

a. Partnering organizations

b. Community members

c. Youth groups and civic associations

3. Identify what volunteers need to know to do their job well

a. What training is needed

b. Who will conduct the training

c. What materials and resources are needed for a training program

4. Identify what is needed to acknowledge volunteer efforts (and keep them volunteering!)

a. Recognition and awards

b. Thank-you’s

Handout 1: Timeline

	Time
	Tasks
	Who

	Six months before event


	
	

	Five months before event


	
	

	Four months before event


	
	

	Three months before event


	
	

	Two months before event


	
	

	Six weeks before event


	
	

	Five weeks before event


	
	

	Four weeks before event


	
	

	Three weeks before event


	
	

	Two weeks before event


	
	

	One week before event


	
	

	Two days before event


	
	

	One day before event


	
	

	The Day


	
	

	The Day After


	
	

	The week after


	
	

	Six months after
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