[image: image1.jpg]


Event Planning Form

Introduction

Planning successful events requires a deliberate planning and execution process.  At NewSong Church we call this process “focus, discipline and learning.”  It is focused because a successful event has to know what it aims to accomplish.  It is disciplined because the excellence it takes to serve people effectively requires a consistent quality that involves effort.  It is learning because every successful company in today’s turbulent and competitive market needs to learn from everything they do which means they; (1) observe from experience, (2) determine what must change and (3) use that information to do it differently next time.

Here are some generalizations to keep in mind.  Focus on Tuesday, Wednesday and Thursday.  These days seem to work best.  Choose Mondays and Fridays with caution.  Avoid Saturdays, Sundays and holidays.  Avoid dates that fall before or after a holiday and avoid holidays.  Steer clear of the last week in November, the last two days in December and the first week of January.  Know when major civic events are scheduled to occur and work around them.  This is also true of major sporting events (depending on the target audience).  Avoid election days.  

Use the outline below to help plan a successful event.

	Month
	Rating
	Dates to Avoid
	Description

	January
	Good
	Saturdays and Sundays

1-15

Martin Luther King’s Birthday
	Close of holiday season

	February
	Very Good
	Saturdays and Sundays

Valentine’s Day

President’s Day
	

	March
	Very Good
	Saturdays and Sundays
	

	April
	Good
	Saturdays and Sundays

1-15

Easter Weekend
	Tax Season

	May 
	Very Good
	Saturdays and Sundays

Memorial Day Weekend
	

	June
	Very Good
	Saturdays and Sundays
	

	July
	Poor
	Saturdays and Sundays

July 4th Weekend
	Summer Vacation

	August
	Poor
	Saturdays and Sundays
	Summer Vacation

	September 
	Excellent
	Saturdays and Sundays

Labor Day
	

	October
	Excellent
	Saturdays and Sundays

Columbus Day

Halloween Week
	

	November
	Good
	Saturdays and Sundays

Election Week

Thanksgiving
	

	December
	Good
	Saturdays and Sundays and 10-31
	Holiday Season


Focus, Discipline and Learning
	Event Date
	
	Seminar Title
	

	Target Audience
	
	Provider
	

	Contact
	
	Provider Phone/e-mail
	

	Report provided to provider?
	· Yes
	· No
	Explain:
	

	Strategy Clear?
	· Yes
	· No
	Explain:
	

	
	· 
	· 
	
	

	Schedule
	
	
	
	

	Eight Weeks Prior 
	

	Define target market

· Area Pastors
· Small Group Leaders

· Congregation
· Business and professional

· Co-sponsored audience

· Other _______________

Identify your marketing pockets


	Determine Location

· Public library or facility

· Civic or community center

· Hotel or Inn

· Restaurant

· Country Club

· Sanctuary
· Student Ministry Center
· Conference Room
· Other_________________
	Select/Design Marketing Materials

· Direct mail self-mailer brochure

· Direct mail letter and envelopes

· Direct mail reply card

· Direct mail post card

· Flyer

· Statement stuffer

· Ads

· Newsletter article

· Press release

· Telemarketing guides

· College Course catalogue

· Other _________________________

· Other _________________________

Rehearse Your Presentation

· Read scripts several times

· Project graphic images

· Deliver seminar using the graphics

· Videotape your presentation

· Ask a colleague to critique you 

	
	
	

	Determine Marketing Strategy

· Direct mail

· Newspaper ads

· Newspaper inserts

· Magazine ads

· Television

· Radio

· Telemarketing

· Publicity and press releases

· Other ___________________
	Purchase Direct Mailing Lists

· Integrity of source and updates

· Single versus multiple use

· Cost of list

· Telephone numbers for follow-up

· Sample mail piece required?

· List formats

· Diskette

· E-mail

· Labels
	

	
	

	
	

	
	

	Four Weeks Prior 
	Two Weeks Prior
	One Week Prior

	Order 

· Workbooks

· Evaluation forms

Reconfirm Workshop Site

· Discuss room set up

· Discuss equipment needs
	Mail Second Wave of Direct Mail
· Address and mail pieces
· Stuff Envelopes
· Stamp or Meter Mail

· Deliver to post office
	Run Second Wave of Ads
· Deliver ads to newspaper

· Confirm placement of ads 

	Order Food/refreshments

· Menu planned

· Catering details arranged

· Food service start and end time determined
	Run First Wave of Ads

· Deliver ads to newspaper

· Confirm placement of ads
	Insert Second Wave of Newspaper Fliers
· Deliver ads to newspaper

· Confirm placement of ads

	Check Equipment

· Slides and projector

· Software and laptop computer

· Overheads and OV projector

· Zoom lens for projector

· Remote-control devise

· Projection screen

· Projection stand

· Extra bulbs and batteries

· Extension cord and outlet adapter
	Insert First Wave of Newspaper Flyers
· Confirm section placement of inserts

Check Supplies

· Workbook and evaluation forms

· Typed sign-in list

· Printed name tent cards (extras too)
· Pens or Pencils

· Business cards

· Brochures about your firm

· Easel and sign board
	Confirm Reservations by Phone
· Presenter needs to make this call

· Call two days before the workshop

· Prepare Typed Sign-in list

Prepare equipment and Supplies for Transport

· See supply and equipment checklists 

	Train Staff to Handle Response

· Overview of seminar marketing

· Answers to common questions

· How to handle objections

· Key prospect information to obtain
	Mail Confirmation letters to Respondents

· Sign letters personally

· Include directions to workshop site
	

	Mail First Wave of Direct Mail

· Address & mail pieces

· Stuff envelopes

· Research postal regulations

· Research timing of delivery

· Stamp or meter mail

· Deliver mail to Post Office

· First-class or standard
	
	Rehearse Your Presentation
· Relax and be yourself


Direct Mail Checklist
	Event Date
	
	Seminar Title
	

	Target Market
	
	Client Company
	

	Format of Direct Mail Piece

· Letter

· Postcard

· Flyer

· Return envelope

· Order form

· Brochure

· Copy on envelope

· Coupon

· Added insert

· Other
	Did You Include

· A definite offer

· All necessary information to make a decision

· A call to action

· Benefits for attendees

· ____________________________

· ____________________________

· ____________________________
	Response Enhancers

· Eyebrow

· Postscript

· Bullet points

· “Z” fold

· 2 pages

· Notations in margins

· Underlining or capitalization

· Indented paragraphs

· Boldface or italics

	Final Checklist

· Message clear at a glance
· Benefit clearly stated

· Interdependence between copy and graphics

· Easy and enjoyable to read

· Call to action

· Coupon easy to clip out 

· Target market identified in headline or ad

· Approval received if necessary
	Other
· ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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