HOW TO PUT ON A SUCCESSFUL EVENT

Putting on a successful event is easier that you think.  It just takes time, energy and a bit of organization.  The following outline will give you a basic check list to make any event come off without a hitch, all you have to do is follow the (who, what, when, where, why & how( rule!

1)
START EARLY!  At least 3 months in advance.  Get together your most trusted and dependable helpers.  3-5 people is all you need.  Brainstorm on the following:

2)
Pick your speaker; contact them and get 3 possible dates that they are available (dates should be at least 3 months out from the date of contact).  Ask about any fees or expenses that you will be responsible for.  Ask if there is anything they need; transportation, computer connections, screen (for power point), power source, table to promote materials or display items, assistance taking money for those things, etc...KEEP AN ACCURATE CHECKLIST OF ALL EXPECTATIONS.

3)
Once you have this info have a meeting and discuss your options:

Who - will be in charge of what task; think about who is connected in your community that may be able to assist with discounts or freebie.  

Who do you know that can help...hotel manager, printer, computer person, media person, cook/caterer/restauranteur (if your serving food, we recommend sticking to drinks only), supermarket manager, local distributors, etc... We have received many discounts, donations and free services and products just by asking!  Remember, doing this in person is best.  Keep a list of date and time all contacts were made and FOLLOW UP! Persistence and personality are key here.  Also, Think about local organizations or businesses that may be willing to co-sponsor the event and help with the cost and/or labor, etc.  

What - is your goal; first things first - delegate tasks and responsibilities.  Second - find the place! Lock in the details, give them a deposit, ask about cancellation policies and refunds. Third - set up regularly scheduled meeting times for updates on how things are going, at first these should be once a week.  Fourth - start developing your advertising and get it to the printer/broadcaster AT LEAST 60 DAYS from the date of the event.  Fifth - ADVERTISE,  ADVERTISE,  ADVERTISE this is key to your success.

When - when is the best date and time for the event to take place and draw the most attendance. Weekend or weekday, day or evening.  Keep in mind your target audience.  Are they young, old, do they have driving limitations, do they work, are they retired, handicapped, etc... stay away from holiday dates or big sport dates!

Where - is the most convenient place that will accommodate the most people for the best price. You will need to take an educated guess as to the number of people you expect.  It is better to get a space that is just a bit smaller than you expect you(ll need than one that is too large, unless the price is right.  Think about location and amenities; podium, chairs, tables (if necessary), sound system, restrooms, kitchen (optional), PARKING, etc...ask if any or all the above are included in the price.  Who handles cleanup, is there a REFUNDABLE deposit, can you save any money if your team handles set up and tear down.  These are the basics to consider.  Ask to be shown around and SEE what is offered.  Ask for input and suggestions, they do this all the time so pick their brain.  Also ask yourself if you will need security at the event and if so who will handle it.

Why - are you bringing this speaker in, what is the benefit the speaker offers the attendees.  This is very important to successful advertising.

How -
will you charge; will you charge a fee, if so - how much, how will it be paid, who will handle the money. Do you need people to take money at the door and handle check-in, how will you list and cross reference paid attendees and provide  receipts to pre-paid persons.  Will you offer a discount to groups or couples, if so how much. 

How will you get the word out; ADVERTISE,  ADVERTISE,  ADVERTISE, start at least 3 weeks prior to the event date; emails, news paper or news letters both print and electronic, radio, cable TV, fliers, posters, etc... Keep in mind that other like minded organizations and or business owners will be happy to do what ever they can to help you make your event a success and let their patrons and readers know what(s happening, all you have to do is ask!
This is all you need to get started planning your successful event.  Use common sense and a little personality and you should be able to pull it off without any major problems! Good luck and God speed...

