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BACKWARDS PLANNING YOUR EVENT

When you’re preparing for an event it’s often easiest to plan if you start at the event date and then work backwards. Use a calendar to set your event date and then go backwards to determine when you need to start your preparation planning. The benefit of backwards planning is that you always have an accurate idea of when you actually need to start.
Event is planned for X Date ____

a. Thinking backwards - when do things need to happen?
b. Using your school calendar, refer to the checklist below

c. Which tasks need to be calendared and on what date?

TWO to FOUR MONTHS AHEAD

· Determine the purpose and format of the event/activity - Select the date and check the school calendar for conflicts
· Design a budget and get necessary approvals 

· Recruit staff and volunteers to form your Event Task Team
· Schedule meetings to task out duties (may include the following)

· Develop a rain plan if the event is to be held outdoors
· Order any give-away items
· Confirm program speakers and honorary guests (if necessary)
· If using audio-visual presentation, check for any needed repairs
· Plan promotion and publicity and calendar weekly tasks
· Write, design and get approval of any printed materials (posters, flyers, postcards, etc.)
· Plan the decorations and color scheme 

· Assign photographer and videographer

· Post event on the school website
· Send save-the-date announcements via email 
· Begin publicity

TWO MONTHS AHEAD

· Event Task Team meets regularly to follow-up on assigned tasks

· 4 weeks – continue publicity and send invites if planned
· Finalize decor and facility arrangements

· Signage: make directional and welcome signs

· Continue publicity on schedule

· Recruit volunteers to assist as greeters, etc.
TWO TO FOUR WEEKS AHEAD

· Schedule volunteers to view the grounds of the venue the day before your event
· Double-check publicity progress

· Food and beverage preparations and delivery
ONE WEEK AHEAD

· If using name tags – have them printed 
· Brief volunteers of their roles and duties
· Create your EVENT box: scissors, markers, tape, string, zip ties, staplers, clip boards, baskets, etc. 
EVENT DAY

· Meet with your Event Task Team 
· Check all facilities and grounds

· Set up event

· Check equipment (if necessary)
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