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Planning Timeline
Note: This timeline assumes an event date in September or early October. 

JUNE/JULY (3 MONTHS OUT)
	PLANNING

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                    DUE DATE

	Form a planning team: Determine the project manager and point people for securing participants, meeting logistics, outreach, etc. 
	
	

	Set a budget with payment due dates.
	
	

	Select the issues to feature, begin to develop Calls to Action
	
	

	Determine your hosting strategy:
· If partnering: Brainstorm and approach potential partners
	
	

	Identify a time frame for the event during September-October 2018 and several potential dates/times.
	
	

	Identify potential locations and check availability.
	
	

	Identify and invite key participants, such as the moderator, expert presenters, and panelists, if applicable. Brainstorm back-ups, too.
	
	

	Set final date for event based upon participant availability.
	
	

	Conduct site visit to ensure suitability of venue, discuss event details/logistics, and submit any needed deposits.
	
	

	Reserve any needed audio-visual equipment the venue doesn’t provide.
	
	

	If offering child care, work with your community college ECE program/lab school or other child care provider to secure on-site child care for your event.
	
	



	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                   DUE DATE

	Develop a media and social media plan.
	
	

	Promote event through your existing communication channels, including website, e-mail listserv, and social media.
	
	

	Develop a list of guests, including key community influencers and organizations with an interest or connection to the issue areas.
	
	

	Send an electronic “Save the Date” invitation to your guest list.
	
	

	Make personal phone calls to influencers and organizational leaders on guest list inviting them to attend.
	
	




[bookmark: _GoBack]JULY/AUGUST (2 MONTHS OUT)
	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                   DUE DATE

	Continue to develop and execute your communications and social media plan.
	
	

	Create and send a more formal invitation (electronic and/or printed) to guests with confirmed/invited policymakers, expert speakers, and topic areas, and begin tracking RSVPs.
[image: ]F5 Tip: If providing free on-site child care, remember to note it on the invite and add a check box for guests to indicate the need.  
	
	

	Ask guests to promote the event on their website/ through their own outreach materials.
	
	

	Continue promoting through your existing communication channels, including website, e-mail listserv, and social media.
	
	

	Customize Pre-Event Media Advisory template.
	
	

	Customize pitching angles/story ideas.
	
	

	Identify and prepare media spokespeople.
	
	

	Track/collect samples of media mentions.
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AUGUST/SEPTEMBER (1 MONTH OUT)
	PLANNING

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                     DUE DATE

	Reconnect with panelists, speakers, and moderator to confirm details, including roles and responsibilities, prepared questions/ talking points, and ensure there are no outstanding issues.
	
	

	Provide Panelist Prep Packet, including prepared questions, and First 5 Pledge Card. Conduct prep session with panelists as needed.
	
	

	Contact the town hall location manager to confirm all logistical details and room set-up.
	
	

	Confirm audio-visual order, if needed.
	
	

	Pre-town hall meeting with staff: 
· Review internal agenda and determine staffing roles, including who will manage room set-up and tear down                     (if needed)
· Greet guests at the registration/literature table 
· Greet and manage participants (speakers, panelists,                   and moderator)
· Provide refreshments
· Record comments and questions from the audience 
· Assist the moderator with keeping time/staying on schedule
	
	

	Determine whether to offer refreshments as a part of the event or as a pre- or post-event reception (and order, if needed); (will need water for panelists at minimum).
	
	

	Continue tracking RSVPs.
	
	






	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                  DUE DATE

	Continue promoting through your existing communication channels, including website, e-mail listserv, and social media.
	
	

	Send Pre-Event Media Advisory to promote the town hall/pitch story ideas to media.
	
	

	Track/collect samples of media mentions.
	
	

	Follow up with influencers and organizations to promote town hall, encourage attendance, and promote to their existing outreach channels.
	
	



AUGUST/SEPTEMBER (1 WEEK OUT)
	PLANNING

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                     DUE DATE






	Create name tags for participants and staff.
	
	

	Contact invited panelists, expert presenters, and the moderator to verbally re-confirm attendance and arrival time.
	
	

	Finalize RSVP list.
	
	

	If offering child care, follow up with your child care provider to give a final child headcount. Err on the side of over-estimating as this is a public event.
	
	

	Make copies of meeting materials, including the Agenda, Event Sign-In Sheet, and handouts, such as First 5 Issue Papers.
	
	



	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                  DUE DATE

	Update (as necessary) and send Pre-Event Media Advisory, and follow up with phone calls/story pitching.
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DAY OF TOWN HALL
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                    F5 Tip: The room should be ready an hour before the event begins. 

	PLANNING

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                    DUE DATE

	Bring all supplies to site.
	
	

	Arrive early to set up or to make sure the room is set up properly and make any last-minute adjustments.
	
	

	Check all audio-visual equipment to make sure it’s working properly.
	
	

	Place directional signage, if needed.
	
	

	Set up sign-in/registration area.
	
	

	Arrange handouts on or near the registration table.
	
	

	Provide water and a copy of handouts/materials to each participant.
	
	

	Greet guests at the registration/literature table.
	
	

	Greet and manage participants (presenters, panelists, and moderator).
	
	

	Assist the moderator with keeping time/staying on schedule.
	
	

	Collect Evaluation Sheets and First 5 Pledge Cards.
	
	

	Tear down room (if needed) and collect materials.
	
	























	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                    DUE DATE

	Take photos and record event highlights.
	
	

	Post highlights, including quotes, presenter/guest personal stories, and photos to social media.
	
	











AFTER THE TOWN HALL

	PROMOTION

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                  DUE DATE

	Capture attendee names and e-mails from Event Sign-In Sheet and First 5 Pledge Cards.
	
	

	Send thank you/summary with photos to audience members.
	
	

	Send thank you letters to participants/reconfirm next steps.
	
	

	Submit Post-Event Press Release with event highlights and photos (to media that did not cover event).
	
	

	Post highlights, quotes, stories, and photos to social media.
	
	

	Track/collect samples of media and social media mentions.
	
	


	PLANNING

	TASK
	RESPONSIBLE PARTY
	STATUS OF TASK/                    DUE DATE

	Close out budget for event, making any final payments, etc.
	
	

	Tally Evaluation Sheets collected at the event.
	
	

	Finalize count and samples of media mentions.
	
	

	Conduct a debrief with the planning team/note suggestions for next year’s town hall.
	
	

	Complete First 5 California e-mail survey.
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