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“HOW TO SLEEP AT NIGHT”PRIVATE 


A CHECKLIST FOR EVENTS
“Events; planned, not born.”
Whether you are counting on five guests or five million, the secret of success lies in planning.  Whether you are organising the traditional commencement ceremony or a totally new programme for a select major donor audience, follow these five basic planning steps:

1.
Identify your audience

Tailor your event to suit the age, lifestyle, and common interest of those you invite.  So, before you begin to think about the content of the programme, develop an accurate list of prospects, and work up either a group or individual profile.

2.
Define your goals

Decide why you are planning the special event in the first place.  Ask yourself: what do you hope to realise as a result of this event?  Determine what these people already know about you.  What other means of communication have been used to appeal to them?  you plan some events to share the work of our organisation; others to announce a new policy.  Some are set up to recognise individuals for their service to the organisation; some to raise money.  By knowing exactly where you are headed, you are more likely to reach your goal.

3.
Understand your product.

Our organisation has many facets.  Research and know the varying aspects of our work.  Decide which aspect of your "product" relates most to the audience you are trying to reach.  then have the beginnings of a responsive schedule of events.

4.
Break the boredom barrier.

The average person is bombarded with competing advertising messages each day.  Education, unfortunately, must battle with all of them for equal time. So you have to find ways to capture the attention of your audience - from invitation to thank-you-for-coming.  Your prime prospects are busy people who probably receive dozens of invitations to similar events throughout the year.  To catch their attention, something about your event must be more appealing, rewarding, and involving than an afternoon in from of the T.V.

5.
Innovate to stay fresh.

A student gave me a poster once that read, "Change is the only evidence of growth"  For the sake of your overall public relations programme, our events must continually respond to changes in organisation.  Remember, one event will never tell the whole story to any group or individual, nor will a successful format be appropriate to follow over an extended period of time.


In order to develop an organic and truly communicative public relations programme, you will need continually to re-examine you prime prospects, redefine the communications problem, further study the components of you product, and find more creative ways to explain your story to your constituencies.

6
Success: check, then double-check

You can't get through a successful special event without a checklist.  This applies whether you are drawing up a preliminary budget, making sure everything is arranged, or writing an evaluation.  the following are sample forms you might find useful in developing your own budgets, checklists, and evaluation forms.

ADVANCE PLANNING
[]
Itinerary or operations plan established.

[]
Theme selected and approved.

[]
date selected:


(a) suitable for area and national calendar


(b) minimum of conflict with other events


(c) in harmony with significant date, if appropriate.

[]
Budget for event prepared and planned.

[]
location of event decided

[]
Plan approved by Regional Director.

[]
Suggested guest list drawn up.

[]
Suggested guest list approved by Regional Director.

[]
Maximum hotel rooms (or other accommodations), dining spaces, and other space for public functions estimated and reserved.

[]
Menus requested or prepared, submitted for approval.

INVITATIONS AND SEATING
[]
Invitation drafted, approved, printed or written

[]
Final guest list prepared.

[]
Invitations addressed and mailed (six weeks ahead of date for major functions).

[]
Acceptances and regrets received and recorded.

[]
Table arrangements for meals planned.

[]
Seating at tables planned and submitted to appropriate officer for approval.

[]
Place cards prepared.

[]
Guest list prepared

[]
Guest list prepared

[]
Completed lists delivered to locale of dinner or luncheon.

[]
Contact made with offices of high officials 


or distinguished visitors.

[]
Personal contact made with deans, administrative officers, or nearby trustees.

[]
Tickets printed for special guests and for general public, as appropriate.

HOUSING
[]
List of available accommodations sent to those making their own arrangements.

[]
Rooms assigned to invited guests.

[]
Hotels, motels, and other accommodations notified about special handling of accounts.

TRANSPORTATION
[]
Responsible person assigned to supervise transportation and informed of need cars and/or chauffeurs for visitors requiring them.

GENERAL OPERATIONS
[]
General plan of events drafted, approved, photocopied and distributed (well in advance) to all involved.

[]
Final check made, in person or by telephone with all concerned.

DIGNITARIES
[]
Itinerary drawn up and distributed to those who use it.

[]
Exact time of arrival and location determined?

[]
Guests briefed on itinerary, following arrival.

SECURITY
[]
Police contacted.

[]
Details of operations plan explained.

[]
Responsibilities assigned.

[]
Security check of venue arranged if necessary.

RECEPTION AND MEALS
[]
Locations determined.

[]
Menus, including wines, toasts printed; placed on tables.

[]
Number of places determined.

[]
Time arranged for reception and time of meal to follow

[]
Receiving line arranged, including where to form, and who comprised of.

[]
How refreshments are to be served decided.

[]
Flowers arranged for reception and dinner

[]
Seating list distributed.

[]
Signal to leave reception arranged.

[]
Place card put on tables; extra cards and ink available for last-minute changes.#

[]
Public address system and recording equipment set up; engineer on hand.

[]
All tables checked for:


(a) proper place setting


(b) space


(c) place cards and proper seating


(d) menus

[]
Table number placed

[]
Music or special entertainment provided.

[]
Separate bar and hors d'oeuvre tables set up to prevent congestion.

[]
Staff and administrative personnel notified of any special duties.

[]
Person who will be communications liaison with food services established.

[]
Coat checking available at all necessary locations.

[]
Gift procedure planned, if any decision made about where and how gift to be presented, wrapped, boxed, or otherwise; delivered to proper place; guest book available.

[]
Personnel to meet visitors at specified times and places.

SAMPLE SPECIAL EVENTS CHECKLIST
PLANNING
[]
Most effective people to serve on the planning committee chosen.

[]
Broad budget breakdown prepared.

[]
Best date for event arranged.

[]
No conflict with other major events in the community, time of day appropriate.

SPEAKERS
[]
Expenses set.

[]
Biographies and photographs received.

[]
Itinerary planned

[]
Hospitality people picked.

[]
Housing provided.

[]
Pick-up at airport/transportation arranged.

ADVANCE PROMOTION
[]
Budget planned

[]
Mailing list of those especially interested in the event made

[]
Mailing facilities and schedule set up.

SPECIAL PUBLICATIONS
[]
Printed programme - cost, copy, layout, delivery 


date established

[]
Promotional brochure prepared

[]
Posters designed

[]
Tickets printed.

OTHER
[]
Invitations sent out (letters or printed).

[]
Master timetable set up.

FACILITIES AND PERSONNEL
[]
Site, rooms, auditorium,chosen; attendance estimated.

[]
Facilities accessible

[]
Audience sight lines checked

[]
Lighting, ventilation, acoustics good

[]
Location of electrical outlets known

[]
Cloakroom available

[]
Seats (general platform) assigned

[]
Food service arranged.

[]
Menu selected

[]
Public address system provided

[]
Rain or poor weather plans made

[]
Audio-visual aids such as screens, charts, 


easels, available.

REGISTRATION TABLE
Are the following set up?

[]
Appropriate signs (with alphabetical breakdowns).

[]
Table and chairs

[]
Identification badges

[]
Pads and pencils

[]
typewriter

[]
Cash box

[]
Telephone

[]
Programmes and other literature

[]
People to be responsible for table

[]
Parking facilities.

[]
Security

[]
Signs

[]
Flowers and decorations

[]
Posters

[]
Ushers or guides

[]
first aid.

CO-ORDINATING SHEET
[]
every job assigned to a specific 


person and exact timing of the programme worked

 
out in writing.

PUBLIC INFORMATION
PRESS COVERAGE
[]
Advance story sent.

ARRANGEMENTS FOR ON-THE-SCENE COVERAGE
[]
Lunch or other tickets sent

[]
Arrangements made for seats or desks in a press clearly 


aware of where that space is.

SPECIAL PUBLICATIONS
[]
Coverage in internal or other special publications. 


If event merits it, appropriate people contacted to check.

PHOTOGRAPHS
In advance

[]
Photos, available in advance 


of chair or event, distinguished visitors, etc


for programme and brochures.

On site photo needs:

[]
Direct news:  pictures needed or will paper


shoot its own?  If the former, arrangements


made to have picture immediately developed


and printed?

[]
Special publications: pictures needed or will staff


provide?

[]
Archives: pictures needed for future


needs such as year-end displays, VIP kits,

 
historical significance?

RADIO-TELEVISION COVERAGE
[]
Advance release sent

[]
Invitation issued to cover event

[]
Check before event to find out


if any stations will be there - 


if so, arrange in advance on time 


and place for them to set up and with the people


whom they would like to interview.

[]
Taping/film arrangements made.

HOMETOWNS
[]
Advance and follow up sent, if appropriate.

INTERVIEWS
[]
Press conference or interview set up before or after


event, if appropriate

[]
Arrangements made to work interview or press conference


into itinerary and exact times and places communicated.

GENERAL
[]
Event staffed by public information person, if appropriate.

[]
Wrap-up memo issued to media giving times and places.

EVALUATION
[]
Financial accounting completed

[]
Report compiled

[]
Thank you notes sent

[]
Attendance recorded

[]
Errors reviewed in writing

[]
Recommendations made on how next event can be improved.

BUILDING A BUDGET FOR YOUR SPECIAL EVENT
ITEMS TO CONSIDER
(1) Printing

(a) Invitations (and related reply cards,etc.)

(b) Programmes

(c) Other promotional material (e.g. flyers, posters, etc.)

(2) Mailing Costs

(a) Postage

(b) Mailing services

(c) Secretarial and other assistance (if necessary)

(3) Gifts for donors, participants, guests

(a) Gifts for donors (testimonial, jewellery, etc.)

(b) Mementoes for other guests and participants

(c) Other (describe)

(4) Decorations

(a) Flower arrangements and corsages

(b) Table decorations

(c) Plants, etc. for decorating room, stage, etc.

(d) Other (describe)

(5) Catering and facility charges


(a) Luncheons


(b) Dinners


(e) Receptions


(d) Tea/coffee breaks


(e) Facility charges.


(f) Other (describe)

(6) Physical plant costs


(a) Cleaning building


(b) Care of grounds


(c) Setting up lectern, chairs, lights, tables, etc.


(d) Sound systems (rental, purchase, etc.)


(e) Rentals (equipment, chairs, awnings, tents, canopies, etc.)


(f) Other (describe)

(7) Guest/participant expanses


(a) Hotel costs


(b) Meals and other personal expenses


(c) Transportation


(d) Honoraria


(e) Other expenses (describe)

(8) Miscellaneous expense


(a) Parking charges


(b) Security


(c) Other goods or services (describe)



- Host, hostess badges for guides



- Photo coverage



- Taping (video or audio for archives



- Musicians

Adapted from "how to sleep at night" by Kathleen L. Ryder
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