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Girl Scouts.




Girl Scouts of Maine
EVENT PLANNING CHECKLIST
The following is a quick checklist to assist in organizing a Neighborhood Event.  Please refer to Planning and Running an Event, pages 10 – 17 for more detailed information:

8++ Weeks Prior:

_____
Form a committee.

_____
Determine the purpose/goals of the event.

_____
Determine the date/time and location of the event.

_____
Complete the “Intent to Hold an Event” form and turn it into the Neighborhood Event Coordinator (forward to Girl Scouts of Maine Program Department).

 _____
Begin keeping detailed notes about meetings and decisions made.

_____
Develop plan for communication of the event.

_____
Develop event registration procedures.

6-8 Weeks Prior:

_____
Develop the program and budget for the event.

_____
Arrange for and contact presenters.

_____
Arrange for event first aider per Safety-Wise, pages 36-38.

_____
Complete the budget form and submit to the Neighborhood Team for approval.

_____
Confirm the site location, and that it meets Safety-Wise requirements.

_____
Develop written emergency plan, “Plan B” and cancellation plan.

_____
Publicize the event for registration.

4-6 Weeks Prior:

_____
Finalize the program for the event, and purchase supplies and equipment.

_____
Process registrations and send out confirmations (if necessary).

_____
Order participants’ recognitions.

_____
Develop the event’s check-in and check-out procedures.

_____
Request non-member insurance through council office, if needed.
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2-3 Weeks Prior:

_____
Review with the committee who will be responsible for what prior to and during the event.

_____
Review the schedule and program for potential problems.

_____
Develop an evaluation form or procedure for the event.

_____
Communicate with any presenters to ensure they are still attending.

_____
Create event signs, such as parking, directions, etc.

_____
Visit site again for last minute details, such as parking, traffic patterns, set-up, etc.

Event Day:

_____
Arrive early.  Meet with committee to review responsibilities.

_____
Set up the check–in site and first aid station first.

_____
Greet the presenters.  Help with set up/clean up of their space.  Go over schedule of the day.

_____
Communicate expectations of the day to girls and adults.

_____
Have participants/presenters complete an event evaluation.

_____
Leave site clean and picked up.

After the Event:

_____
Hold a committee meeting to evaluate the event.

_____
Complete and turn in the Neighborhood Event Final Report form to the Neighborhood Event Coordinator (forward to GSME Program Department).

_____
Complete and turn in the Budget form to the Neighborhood Event Coordinator.

_____
Pay any outstanding bills.

_____
Send Thank-You notes as appropriate.
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