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Event PLANNING Checklist
If you would like to organize an event to raise awareness of cancer in your community, the checklist below will help you get prepared. Please adapt the checklist to suit your own needs.
Ahead of the event
· Establish the goals and objectives of the event
· Confirm the date and venue of the event
· Develop a budget
· Recruit an event planning committee and volunteers as needed
· [bookmark: _GoBack]Assign specific tasks to other event planning committee members and volunteers
· Check in regularly with others to ensure tasks are being completed
· Advertise (radio, newspaper, Facebook…) to the public and/or send invitations
· Identify and confirm presenters or entertainers
· Finalize presentations
· Develop speaking points
· Arrange travel and accommodation
· Sign contracts
· Identify and contact sponsors and/or partners
· Arrange for appropriate equipment (i.e. tables, chairs, cutlery)
· Confirm catering
· If using audiovisual equipment, test the equipment in advance to make sure everything works well
· Review emergency/safety plan
· Develop an agenda or program for the event


· Develop press release and other materials for media
· Confirm attendance by the media
· Arrange for someone to attend the event and take photographs and/or video
· Produce promotional materials and/or gifts and ensure they are on-site
· Create registration sheets that include participant contact information
· Make sure that the venue is set up for the event well in advance 

After the event
· Send thank you letters to individuals or organizations that supported the event
· Gather all receipts and other documentation to compile the financial report
· Conduct a post-event survey to learn what people enjoyed or disliked
· Evaluate the event against the goals and objectives
· Write a report describing the event successes and lessons learned
· Share successes and lessons learned with your partners and supporters
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