To improve lives and build community by engaging individuals and mobilizing collective action.
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LIVE UNITED
Best practices, ideas and advice to help make your workplace campaign a success.
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Special events can raise funds, create awareness, promote team spirit and encourage friendly competition for all involved. They are meant to be fun and can be an effective tool when properly planned and implemented.

For an event to achieve the highest level of success, it is critical that events are conducted after employees are canvassed. Participants should not perceive their financial contribution to an event will replace or lessen their personal pledge. Please Note*, it is only those events that are designed to increase awareness that can be held at anytime during your campaign. Keep in mind that special events should compliment your campaign, not replace it.

Sound logistics planning is absolutely crucial to the success of any special event. Expect the unexpected and prepare a back up plan. Incorporating these elements into your event planning will decrease the chances of event failure and increase your opportunities for success. When planning an event for your workplace, involve as many of your colleagues as possible. Choose events that have already proven effective and that require a low overhead of time and/or energy, but will give you maximum results for your efforts.

Some questions to consider:

· What do you want to accomplish? Raise awareness? Boost employee morale? Raise money?

· Has this event been tried before? Was it successful? How much money did it raise? How many employees participated?

· How much time is needed? What are your resources? What is your budget? Who will organize it?

· Do you need special approval, a license or a permit? How much time is required to obtain approval, a license or a permit?

We understand the task of coordinating a special event for your workplace campaign can sometimes be challenging. For your assistance, we have outlined some key guidelines to consider when planning your event. This guide also includes ideas for special events, including the level of cost, degree of difficulty and brief overall description of event.


Recruit an Events Coordinator

If you are the Employee Campaign Coordinator (ECC) for your department/organization, you will likely need assistance with organization and management of special events as part of your overall campaign.

Recruit a colleague who is resourceful and creative to take on this responsibility, including developing his/her own team of volunteers to focus on this area of your campaign. Involve senior management with your plans for special events, including receiving any necessary permission for activities and an invitation to senior management to participate.


Consider Cost

Special events can incur substantial costs. Add up your volunteer and staff time, and costs for supplies, food and facilities. In some cases, you may be able to find sponsoring companies for your special events. However, please note that any contribution made towards sponsorship should compliment, not replace, any regular donations made by the company to United Way of Regina.

If sponsorship is not a feasible option, re-evaluate the amount of money you can realistically expect to raise. Few things are as disheartening as a well-intentioned special event that fails to meet its financial objective. It is also important that volunteers do not ‘burn out’ from working on a special event, which can also act as a barrier in building a strong campaign team.

Make sure that your volunteers have fun with special events and that they see measurable benefit of organizing any activity through dollars raised, the number of employees participating, team building, etc.

Know Your Resources

Community Campaign Intern
A Community Campaign Intern is an employee who is seconded to United Way of Regina for three months to assist us with our Annual Campaign. During that time, the Community Campaign Intern is trained to assist you in conducting your campaign. Your Community Campaign Intern can provide you with information about United Way of Regina, its 35 funded partner agencies, their programs & services and assist your team with its campaign needs. Advise your Community Campaign Intern of your special activities and use him/her as a resource for planning an effective event.

Speakers Bureau

An invaluable resource that can be utilized when conducting your campaign is United Way of Regina’s Speakers Bureau. Speakers Bureau is comprised of staff, volunteers and clients from our 35 funded partner agencies. A speaker can lend first hand knowledge of the impact created by donor dollars. Involving a speaker in your campaign can make a dramatic impression on listeners and create a greater level of awareness of the issues that United Way of Regina is working to combat.

Other Resources

Use promotional materials to keep United Way of Regina a visible part of your event. Hang up posters and banners. Hand out stickers and balloons to all participants. Play a United Way campaign video at an event kick-off or wrap-up. These materials give your event purpose and meaning, while creating awareness and spreading enthusiasm. You can request these materials from your Community Campaign Intern or by contacting United Way of Regina head quarters.

Income Tax Receipts

Are special event participants eligible for income tax receipts?  The answer is no.  Special events typically offer value for money.  For a charitable receipt to be issued, a donation must be made voluntarily, with nothing expected in return.  No charitable donation can be used to “buy” goods, services, a chance to win a prize, or other intangible benefits.

The CRA Charities Directorate indicates the following regarding Tax Receipting for third party workplace campaigns and donated prizes:

Q: Can an individual who donates a prize to a workplace fundraising campaign receive a tax receipt if the proceeds of workplace campaign are donated to a charity?

A: No.  The only time a tax receipt can be written is if the individual donates an item to a charity and that charity uses that item for its own charitable purposes or as a prize in its own fundraiser. 
United Way can only write a receipt for prizes donated for their own fundraising activities.  A business is much better off for tax purposes to claim the donated prize as an advertising expense however private individuals do not have this avenue.
Licensing and Permits

Special events such as raffles and 50/50’s are subject to government regulation and require a license or permit.

Every organization has the ability to apply for a maximum of 2 Public Amusement and Municipal Raffles per year.  As a registered charity, United Way of Regina has access to unlimited raffle licenses. Saskatchewan Liquor & Gaming Authority (SLGA) has a 25% matching grant program for net proceeds raised through a charitable license.  

We want to help, so we are offering to work with you to apply for your special event licenses and ensure that we meet the legal requirements of the license.  

We will consider co-application for special event licenses that meet the following criteria:

1. Each license will have a prize value of no more than $1,000. 

2. The Organization holding the raffle will pay the $5/license licensing fee. 

3. The representative from the workplace agrees to work in partnership with the United Way of Regina to ensure all legal obligations of the license are met. 

4. License can be for 50/50’s or Raffles, but not for Bingos. 

5. Application form will be submitted to United Way of Regina with as much notice as possible.  Note that although SLGA makes every effort to process applications quickly, they can enforce the 30 days notice requirement, therefore we recommend submitting your request to United Way at least 5 weeks prior to the event.  

All Terms and Conditions are established by SLGA and apply to all licenses issued pursuant to section 207 of the Criminal Code.  Everyone is encouraged to visit the Saskatchewan Liquor and Gaming Authority https://www.slga.gov.sk.ca to review the legal requirements.  

Complete the following steps:

1) Go to the SLGA website: https://www.slga.gov.sk.ca/
2) Select “Licenses and Permits” on the left (do NOT go through the “Online Services” as you do not need to set up an account)

3) Select “Charitable Gaming Licenses” on the left

4) Select “Application Forms”

5) Scroll down and select “Public Amusement and Municipal Raffle Application”

6) Fill out the following sections only of the application form and ensure it is legible or application for the lottery could be delayed:

a. Raffle Details*** - # of tickets printed, # of tickets to be sold, regardless if printed or bought.  All specific dates & locations MUST be indicated.

b. Contact Information (you become the main contact for the license)

c. Bank Account Information (if Organization has own bank account indicate account # and name of bank, otherwise clearly indicate you will be providing us cash or cheque for United Way to deposit into United Way lottery account).

7) Email the application to Tammy Hicks at thicks@unitedwayregina.ca  or fax it to 522-7199.  Once the completed application is received, United Way will process the application online on your behalf and pay the $5 fee which must be reimbursed later in cash.  

8) SLGA will email you the license which you are to forward to Tammy Hicks at thicks@unitedwayregina.ca  or fax it to 522-7199.  

9) Once the lottery or raffle is complete you have 20 days to submit the financial report to SLGA and advise United Way it has been processed.

a. Go to the SLGA website: https://www.slga.gov.sk.ca/
b. Select “Licenses and Permits” on the left 

c. Select “Charitable Gaming Licenses” on the left

d. Select “Application Forms”

e. Scroll down and select “Municipal Raffle Lottery Financial Report”

f. Complete the report, fax it or mail it to SLGA per their instructions and fax or email a copy to United Way.

      10) When submitting payment to United Way, attach $5.00 to a photocopy of the 
license and put in the envelope.  The $5.00 licensing fee MUST be kept separate 
and not included on the cash sheet or envelope.
*** Tips:

· 50/50’s: The prize value of 50/50’s can be no more than $1000 per license.  There can be multiple draws on one license, but the overall prize value cannot exceed $1000.

Example: 

A 50/50 Draw with 2000 tickets printed, ticket price $1/ticket, and prize value of $1000. Dates for multiple draws from May 13th to August 19th are indicated on the one license. If all two thousand tickets are sold before using all the draw dates selling must stop.

	Dates indicated on application for 50/50 draw
	Number of Tickets Sold
	Prize Total

	May 13
	400
	$200

	May 27
	425
	$212.50

	June 10
	450
	$225

	July 8
	250
	$125

	July 22
	250
	$125

	Aug 5
	225
	$112.50

	August 19
	0
	0

	Total
	2,000
	$1,000


· Raffles: Each raffle must have a separate license.  Prize values are the key to these licenses regardless of how many tickets you think you can sell. The total value of tickets printed and offered for sale cannot exceed 12 times the retail value of all prizes to be awarded. 

 Example:  
Prize value: $150

 $150*12 = $1800 

Gross ticket sales: $1800

A-Dollar-An-Inch Contest

Cost of running event: Low

Degree of difficulty: Medium

Company executives participate in an all-day competition to end the day with the shortest tie. Employees who donate to the campaign cut an inch off their favorite executive’s tie. Prizes are awarded for the shortest tie, the ugliest tie, etc.


Airplane Toss

Cost of running event: Medium

Degree of difficulty: Medium

This event works best in offices that have multiple floors overlooking a lobby or atrium. Put prizes on the lobby or atrium floor and have participants throw their paper airplanes from an upper level. The thrower of the airplane that comes closest to a prize wins. An alternative is to have employees throw paper airplanes through hula hoops.

Auctions

Cost of running event: Low

Degree of difficulty: Medium

Ask employees to donate an item to be auctioned off. Items can include old items from home, a service (e.g., car wash) or handmade item (e.g., baked goods or crafts). Advertise your auction well in advance and combine it with a potluck lunch. You may raise more money if you make up silly stories to accompany each item.

Auction a Favour

Have employees donate a chore or favour (scraping car windows in the winter, washing staff room dishes, etc.) and hold an auction for others to bid on their services.

Baby Picture Match Game

Cost of running event: Low

Degree of difficulty: Low

Invite employees to try their luck matching baby pictures with pictures of management. Award the winning entry with a prize or fun incentive.

Bake Sale

Cost of running event: Low

Degree of difficulty: Medium

Many organizations hold bake sales to raise money. To reduce costs, ask employees to bring in baked goods for the event. Advertise well in advance of the bake sale with posters, memos and bulletins. Don't forget to recruit volunteers to help with set-up, serving and clean up.

B.B.Q.

Cost of running event: High

Degree of difficulty: High

A barbeque is a common component of United Way campaigns. To make your barbeque successful advertise the items that will be served and sell tickets well in advance so that you can determine how many hamburgers (or hot dogs, steaks, etc.) you will need. It is important to offer a vegetarian alternative. Try to purchase your meat at a reduced cost based on volume.

If you are feeding a large number of people, have four or five gas barbeques. Encourage management to cook the hamburgers (or hot dogs, steaks, etc.) Don't forget the condiments!

Candy Grams

Cost of running event: Low

Degree of difficulty: Low

It doesn't take much time to organize a candy-grams fundraiser, but it can end up raising a lot of money. Sell candy grams to employees for a quarter or two and deliver them on the last day of your campaign. Try to pick a treat that relates to your campaign. For example, you could use Halloween candies if there is a Halloween theme. Bulk stores sell a wide variety of shaped gummie treats. 

Carnival

Cost of running event: High

Degree of Difficulty: High

Carnivals require a lot of work with low return but are great for creating awareness. 

Casual Day

Cost of running event: Low

Degree of difficulty: Low

Casual Days are very simple to run. Get permission from management to hold Casual Days every Friday throughout your employee campaign. Then charge employees $X to dress casually on the designated day, days, week, etc. Give those that pay a sticker to wear that says they are dressed casually in support of United Way of Regina.

Chili Lunch

Cost of running event: Low to High

Degree of difficulty: Medium

To reduce costs, ask staff members or a wholesale distributor to donate supplies or sell them at a discount. Advertise in advance with posters, memos and bulletins. To help the luncheon run smoothly, sell tickets in advance. Chili, rolls and salad should also be prepared ahead of time. On the day of the lunch, simmer chili in slow cookers in the early morning. Have senior staff serve the chili.

Chili Cook-Off

Invite employees to bring in a batch of their best chili. Then have co-workers judge each chili based on taste, texture and fire value.

Coffee Cart

Cost of running event: Medium

Degree of difficulty: Medium

Arrange for volunteers to bring a coffee and snack cart throughout the office one day. You should advertise in advance. Solicit donations of coffee and snacks from suppliers or ask co-workers to contribute baked goods. If you do have to purchase items, make sure you sell them at a profit. While selling coffee and snacks, distribute United Way of Regina campaign information to employees.

Cookbook

Cost of running event: High

Degree of difficulty: High

Collect employee recipes and helpful household hints into a customized cookbook. Ask children of employees to create illustrations for the cookbook, including the cover. Print or copy and bind books and charge $5 for each copy. This event has been so popular that some organizations have not been able to fill all requests. There is a high return on this if your services are donated. Plan for an enthusiastic response!

Elevator Toll

Cost of running event: Low

Degree of difficulty: Medium

In order to instigate an elevator toll, you should get prior approval from the building management and from senior management to charge a toll to those who use the company's elevator on a particular day. Advertise well in advance and then have an employee collect a toll from every patron using the elevator. Give each toll payer a sticker to avoid being charged on the return trip. 

Executive Car Wash

Cost of running event: Medium

Degree of difficulty: Medium

Ask members of the senior management team to wash cars during one lunch hour. Hold the car wash in the parking lot and charge employees $3 or $5 to have their cars washed.

Flea Market and Book Sale

Cost of running event: Low

Degree of difficulty: Medium

Arrange for staff to donate used articles (such as books and toys) for your flea market and book sale. Have volunteers price, sort and set up display tables.

Food Sales

Cost of running event: Low

Degree of difficulty: Medium

If your workplace has a cafeteria, ask the manager if they would feature a meal special during your campaign. This may mean titling a ‘special’ to tie into your campaign theme to increase awareness and/or may also have a portion of the sales of the special going towards your overall special event total.

Fortune Teller/Palm Reader

Cost of running event: Low

Degree of difficulty: High

Recruit executives to disguise themselves as fortune tellers or palm readers and read staff fortunes or have an authentic palm reader who will donate their services.

Games (Carnival Style)

Cost of running event: Low to Medium

Degree of difficulty: High

Set up old-fashioned carnival games such as a ring toss, fish pond and balloon dart-throw. Prior to the carnival, ask staff to donate old stuffed animals as prizes. Award these prizes to those who do well at the "games of skill".

Garage Sale

Cost of running event: Low

Degree of difficulty: Medium

Send an e-mail to all employees asking them to donate some of their gently used articles. Then, set up a booth during your campaign and give co-workers the chance to purchase these items. After all, one person's junk is another's treasure!

Get out of Jail for a Fee

Cost of running event: Low

Degree of difficulty: Medium to High

Give employees the opportunity to send other staff members to "jail" during their lunch hour or coffee break (or both). Have someone on the campaign team act as warrant officer. The person having someone arrested will go to the warrant officer and purchase a warrant for the arrest of a co-worker at a cost of $2. The warrant officer then advises the prisoner-to-be that there is a warrant for their arrest. The individual may then pay bail to avoid jail time ($2). If three people purchase a warrant for the same person, the prisoner will have to pay bail three times to stay out of jail ($6 in this case).

Halloween Pumpkin Carving Contest

Cost of running event: Medium

Degree of difficulty: Medium

Plan a Halloween theme and hold a pumpkin-carving contest. Ask employees to enter carved pumpkins either individually or by department. Charge participants $5 to enter and $1 per vote. Award prizes in various categories: best traditional pumpkin, most creative pumpkin, best effort by a group, best effort by an individual.

Hawaiian Luau

Cost of running event: High

Degree of difficulty: Medium

Hold a mini luau for an employee giving meeting. Serve ham, pineapple upside-down cake and other Hawaiian fare. Give prizes to employees wearing the most outrageous Hawaiian attire.

Haunted House

Cost of running event: High

Degree of Difficulty: High

Arranging a haunted house can be very difficult to organize. You could have a good return if you publicize it well.

Head Shaving

Cost of running event: Low

Degree of difficulty: Medium

This event has become increasingly popular. Management and/or well known staff will have their heads publicly shaved if their workplace reaches their goal. Other options include wearing funny hat/shoes for the day or dressing up as a superhero, etc.

Ice Cream Social

Cost of running event: Medium

Degree of difficulty: Medium

Offer employees the opportunity to build their own sundae. Have a selection of ice cream available as well as different types of toppings. Make sure that there are plenty of volunteers to supervise, assist and clean up.

*Loonie 50/50 Draw (Requires a license or permit)

Cost of running event: Low

Degree of difficulty: Medium

Stick doublesided tape to the floor in a high-traffic area. Have volunteers encourage passer-bys to stick a Loonie to the tape. Award each participant with a draw ticket for each loonie they place on the tape. At the end of the day, draw a winner. Then, award 50% of the loonies to the winner and donate the remainder to the United Way campaign.

Lunch Box Auction

Cost of running event: Low

Degree of difficulty: Low

Arrange your department to bring in items that can be put into lunch boxes. These items would be donated and then the completed lunches could be auctioned.

Mini-Putt

Cost of running event: Low

Degree of difficulty: Medium to High

Advertise in advance for foursomes to enter (BYOP - Bring your own Putter) and charge a flat fee for entry. Set up the mini-putt game throughout the hallways, offices, elevators, etc. Be creative and construct water traps (buckets) and sand traps (popcorn). The lowest score wins. To reduce costs, solicit prize donations from contacts and suppliers.

Office Olympics

Cost of running event: Low

Degree of difficulty: Low

Arrange teams for the office Olympics. This event would be awareness focused. Here are some ideas for events.

Coffee Cup marathon - Athletes carrying coffee cups filled to the brim must circle the track four times. Winners are judged by a combination of fastest time and least amount spilled.  

Rubber Band Archery- A pile of rubber bands are provided and the person is to shoot rubber bands at a nail on the wall.

Parking Lot Bowling- Each player will “bowl” a basketball into ten “pins” and attempt to knock down as many “pins” as possible.

Hallway Bocce Ball 

Putting Competition 

Obstacle Course

Pancake Breakfast

Cost of running event: High

Degree of difficulty: High

Pancake breakfasts have become popular with United Way campaigns as a venue to announce the employee campaign goal. Many campaigns have senior management cook and serve the pancakes to staff.

To reduce costs, negotiate with your cafeteria or a wholesale distributor for a donation or discount of supplies. Advertise well in advance with posters, letters and flyers to create awareness in both your organization and the community.

Penny Contest

Cost of running event: Low

Degree of difficulty: Medium

This event can last the duration of your campaign. Have departments compete to collect the most pennies. Determine penny-count winners while counting and rolling them for your United Way Community Campaign Interns. For an interesting twist, you can make it so that other types of coins are worth negative points. For example, a nickel would cancel out five pennies. This allows people to "sabotage" other teams while raising more money for United Way. Contact your Campaign Manager to find assistance for the coin rolling. The coins can then be deposited in the bank and a cheque can be issued to United Way.

Pie Toss

Cost of running event: Low

Degree of difficulty: Medium

Recruit management to help you with this carnival classic. Give employees the opportunity to toss whipped cream pies or damp sponges at willing volunteers for a dollar or two. Make sure that targets wear garbage bags to protect their clothes.

Popluck (Balloon Pop)

Cost of running event: Medium

Degree of difficulty: Low

Blow up balloons and place a numbered ticket in each balloon. Sell participants balloons. They will then pop the balloon and win the prize related to the ticket number. Balloons may be placed around the office to create a festive atmosphere.

Pot Luck Lunch

Cost of running event: Low

Degree of difficulty: Low

Hold a potluck luncheon one day during your campaign. Ask each staff member to contribute a dish. Have each person sign up ahead of time to ensure a mix of salads/starters, main courses, drinks and desserts. You may want to give your potluck a multicultural twist by requesting dishes from all over the world.

Races

Cost of running event: Low

Degree of difficulty: Medium

Races can be a fun way to raise money and promote team building. There are many different types of races that can be held, including the following:

Horse Race

Draw a mural of a racetrack and display it in a high-traffic area. Exhibit horse cut outs representing each department head or canvasser. Advance horses on the track as dollars and/or participation rates increase in each department. Award prizes to all departments that meet dollar and/or participation goals.

Pentathlon

Schedule noon-hour events each day of the week (hence, the term Pentathlon). Some suggested events are paper airplane-throwing, wastebasket basketball, an obstacle course and a briefcase toss. Encourage interdepartmental competition and hold finals in the main lobby so that employees can cheer on their colleagues.

Stretcher Race

One year, staff at the Region of Peel held a stretcher race. Different departments dressed up and competed to be the fastest to carry a stretcher and "patient" across the parking lot. This event complemented their campaign's theme, Health and Wellness.

Tricycle Race

Have Senior Management compete in a tricycle race around a pre-determined track. Staff can then place bets on who the winner will be.

*Raffle Tickets (Requires a license or permit)

Cost of running event: Low to High

Degree of difficulty: Low to High

If you choose to hold a raffle, remember to obtain the appropriate license. This could take six to eight weeks, so plan accordingly. Solicit managers and suppliers for donations, such as a day off with pay or a gift certificate. Advertise in advance with posters, memos and bulletins and position ticket booths in key areas. You may want to hold weekly draws throughout your campaign. Rather than giving out prizes throughout the campaign, many organizations award raffle tickets instead. These raffle tickets can then be used to enter draws for grand prizes. These prizes can be donated by staff or an outside source.

Scavenger Hunt

Cost of running event: Low

Degree of difficulty: Low

Hold an office scavenger hunt. Split into teams (perhaps by department) and have employees search for a few items during the lunch hour. Award a prize to the winner. Or instead of having employees search for items, give each team a banana and a list of things to measure in banana lengths. Some examples: the height of a stop sign, a garage door, the length of a car, the width of a sidewalk and the banana area of a window.

Snack Basket

Cost of running event: Low

Degree of Difficulty: Low

Have your department donate items to the snack basket which can then be sold for a given price.

Something-a-Thon

Cost of running event: Medium to High

Degree of difficulty: Medium to High

Walk-a-thons, Dance-a-thons, Skip-a-thons and other "Marathons" are popular events. Have participants collect pledges for your event based on the number of hours danced, miles walked, etc.

Survivor

Cost of running event: Medium

Degree of difficulty: Medium

Create tribes (teams) to compete throughout your campaign for prizes. Hold luxury challenges each day where groups compete mentally or physically for a treat such as Mountain Dew, candy or raffle tickets. Some suggestions for luxury challenges include the following: United Way quiz, office mini-putt game, Canadian trivia game, scavenger hunt.

Trade Show

Cost of running event: Low

Degree of Difficulty: Low

Arrange 10 or more home party vendors to showcase at a trade show in your workplace. A percentage of their sales would go to your campaign. (vendor ideas: Jockey, Gold Canyon, Word to the Wall, Bath Goddess, Epicure, Silpada, Watkins, Purses, Partylite, Arbonne, Pampered Chef, Tupperware, Everyday Style, Fifth Avenue, Norwex, Stella and Dot). They will generate more sales if items can be purchased at the trade show.

Turkey Feathers

Cost of running event: Low

Degree of difficulty: Medium

This event can easily tie into a Thanksgiving theme. Of course, this can be modified for almost any theme. Have employees purchase paper feathers for a dollar. Then have employees award these feathers to their favourite member of the Senior Management Team (You should get their permission before holding this event). At the end of the day, announce the “Biggest Turkey of the Day” (the one with the most feathers) and award a prize.

Who Wants to be a Millionaire?

Cost of running event: Low

Degree of difficulty: Medium

This event is based on the television game show. This is a great way to increase United Way knowledge among staff. Instead of Who wants to be a Millionaire you could play Wheel of Fortune, Trivial Pursuit or Jeopardy.



General

· Selection of suitable event(s)

· Compliance with policy for department/organization

· Consensus from full Campaign Team

· Appointment of event coordinator


Date

Date of event

· Is date set far enough ahead?

· Is the date suitable for this particular event?

· Are there any other significant events on same day/at same time?

· Are senior management and/or special guests available?

· Can a license be obtained between now and the planned date, if required?

Venue

Location


On-site contact person

· Is any permit, license or special licensing required?

· Is parking required? Is parking available?

· Is there wheelchair access?

· Are there any washrooms at the venue or nearby?

· Can the venue accommodate the expected crowd?

· Are there other factors: weather, religious observances, etc?

· If unknown venue, is a map necessary for participants?

· Have technical requirements been reviewed by the on-site contact?

· Can venue be decorated with posters, banners, etc?

· Are there any security factors to consider?

· Does the venue provide clean-up service? At what price?

Time & Scenario of the event

Beginning of event

End of event

On-site event coordinator

· Has coordinator assigned tasks to team members?

· Is a detailed minute-by-minute script needed?

· Are all speakers lined-up and confirmed?

· Are biographical notes required for each guest speaker?

· Have spellings, pronunciations and titles of guests been confirmed?

· Are documents distributed?

· Are printed tickets required?

Wrap-up

· Is a clean-up squad in place?

· Can we re-use posters, signs, etc?

· Is there a debriefing session planned?

· Has the event coordinator compiled a list of volunteers?

· Is there some recognition for volunteers been planned?


(Certificates, reception, lunch, etc.)
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