EVENT PLANNING CHECKLIST
AN AGE FOR JUSTICE: CONFRONTING ELDER ABUSE IN AMERICA

Once you have defined your target audience, objectives, and framing, it is time to plan the event. If you are planning a private event for your center or organization, consult the following steps:

Preliminary Planning – approximately 6 weeks prior
· Set a date for your screening.
· Determine speakers, panelists, and moderator (if applicable).
Logistical Planning – approximately 2 weeks prior
· Confirm that you have the right equipment to screen the DVD.
· Secure food for reception (if applicable).
· If applicable, ensure the presence of a local social worker and/or facilitator for the screening and discussion.
Final Planning – several days prior
· Important: Test the DVD in advance to make sure everything runs smoothly.  Be sure of screen placement, DVD player functionality, etc. 
· Make copies of handouts, fact sheets, and other flyers.
· Create an agenda
At the Event Itself
· Before the discussion, pass out any printed materials.
· Make sure to have a social worker or facilitator present and/or crisis contact information on hand.
· Encourage participants to spread the word and let them know that they can learn more about the film.
After the Event
· Fill out the post-screening evaluation form and return to WITNESS.

If you are holding a screening that is open to the public, here are some extra steps you can take:

Preliminary Planning – approximately 6 weeks prior
· Book the venue.
· Recruit local organizational partners to broaden your reach within the community. 
Logistical Planning – approximately 3-4 weeks prior
· Create a flyer or use the flyer template to publicize your screening.
· Draft and discuss agenda with any partners.
Logistical Planning – 2 weeks prior
· Create an email blast to publicize your event electronically. We recommend sending one announcement two weeks prior and another several days prior.
· Contact community calendars about your event.
Media Outreach – 10 days prior
· Send out press releases to media outlets.
· Make calls to local television and radio programs.
Final Planning – several days prior
· Send second round of email blasts.
· Follow up with press who expressed an interest in covering the story.
At the Event Itself
· As people arrive, ask them to sign up to receive updates from your organization.  
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