
Steps to Remember

 
When Planning Events

· Set specific goals for the event.

· Identify specific outcomes.

· Invite participants to be involved in planning stages.

· Brainstorm ideas.

· Try to plan an event that can be replicated in following years.

· Set up reasonable/manageable activities.

· Communicate ideas with the school community.

· Communicate ideas with local community leaders.

· Make sure everyone involved understands his/her role.
· Write press releases throughout the planning and implementation phases.

· Generate enthusiasm.

· Appoint a coordinator—someone willing to be responsible for the event.

· Appoint committees.

· Develop a calendar.

· Send invitations to community leaders (even if they are involved in planning).

· Make follow-up phone calls.

· Conduct post-event follow-up and evaluation.

· Debrief to gather ideas for future event planning.

· Write reports and evaluations and send them to all participants.

· Thank all who participated.

· If possible, thank all who attended (can be done through a press release).

· Write press release with follow-up information.

