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 A public event, where the youth receive public recognition for their accomplishments, is an important component of these programs.





Planning a public event is detail work and my experience has taught me that the devil's in the details. Get help and delegate! 





Making plans well in advance of the actual day of your event, and keeping track of all the little details will help lead to a successful event. (See checklist) For Youth Arts Public Art events, I start planning a public event anywhere from one to three months prior to the event, depending on its complexity. an event can be pulled together pretty quickly but doing so tend to be a little crazy making. Plan ahead and stretch our the details it you can. Often, donations can be obtained for a public event but it means starting your planning even earlier in order to give credit to your donors in press releases or in invitations.





At the event, make sure that you can focus on the important things you need to: ensure that speakers have their speeches; meet and greet guests or the media. Take care of niggling details like enough utensils or extension cords BEFORE the day of the event. Try to have back up help to tend to those details at the event so you don't have to. 





The following questions are intended to help make sure you have your bases covered.





WHO DOES THE PLANNING?


Will you be coordinating the event yourself, or will you get staff assistance?





How involved will the youth be in planning the event?


Depending on the youth, you may want them to be involved with various aspects of coordinating the public event. Opportunities for their participation include: selecting artwork for the invitation, learning about how to write and disseminate a press release, selecting the menu, deciding if youth participants will speak at the event, preparing the order and remarks of speakers, etc.





Youth may be involved in these decisions only on a discussion level, or one or two may be appointed particular tasks, if they can be relied upon to follow through.  In any circumstance, it is important to follow up on their activities.











WHO WILL COME?


Who is the event for- who do you want to come?  Consider who your  audience is, and what speakers or events will be most engaging to them.  If you want to have elected officials present, you need to clear it with their calendars well in advance, especially if you want them to have a speaking role. When making decisions about the audience and participants, consider whether the event is totally public or aimed at a narrow population. Tailor invitations and activities accordingly.





DETAILS FOR THE EVENT ITSELF


Where will it be?  Do you need to rent or "borrow" a space? How will the space be set up to accommodate the event? Do you need additional tables or chairs, a lectern or microphones?  Do you or your partners have these things or do you need to rent or seek donations for them?





When will it be? Select a time when you are likely to get the audience you are seeking.





What will happen at the event? Possibilities: Presentations & speeches, youth participation, involvement of political officials or other dignitaries, recognition of youth participants, recognition of partners, performance event? 





Frame the speaking points for all participants. Try to limit what they say without being too prescriptive (unless they want you to be).  Get materials to speakers at least a few days in advance of the event, but be sure to have copies of everything with you - someone will invariably forget to bring what you sent them.





Do you need a display table for information or to sell something?  For example, I've used extra tables to show the process of mask making or sell a chapbook produced by a project.





Food and beverages - Be sure to base the order for food and beverages on the number of people you actually expect to attend, versus the number of invitations you send out. I've often had to have the budget dictate the order to the caterer. A good caterer should know how to do a lot with a limited budget— interesting bread and cheeses can go a lot further than individually made hors d'oeuvres. While using a caterer can ease your load, I've also been known to do it myself in the form of bagels and cream cheese, pre-ordered fruit & veggie platters and cookies.





Flowers- Always a nice touch! To ease the program budget, I often buy them myself and then take them home after the event.








GETTING THE WORD OUT


Invitations-Who will design it? Will kids be involved in the design? What turnaround time does the designer need? How long will it take to have it printed and mailed? Bulk mailing usually requires three weeks.





Invitations should go out at least two weeks in advance, unless they're being bulk mailed in which case it is three weeks.   Call and remind anyone who you really want to come.  Depending on the type of event, you may or may not want to do an RSVP.  I wouldn't recommend using an RSVP unless you absolutely need a headcount, .  Keep in mind that RSVP headcounts are seldom reliable.





Press Release/Media relations- Do you want the media to attend? Do you want to try and get media attention prior to the event to raise attendance or do you simply want them to report it and treat it as a "photo opp"? Depending on the kind of coverage you are after, a press release should go out two weeks to ten days in advance of your program.  You may also want to pitch a story to specific reporters even further in advance. It is usually a good idea to do a call down to media after they have received your press release and sometimes "day of" as well.





ON THE DAY OF THE EVENT


Be sure to allow plenty of time on the day of the event for set up.  There is almost always something that isn't quite right and needs last minute attention.  Also, you are much better off waiting around if you have extra time than scurrying around as people arrive. It makes a much better impression and gets things off to a calmer start if you are relaxed as people arrive.


�
Public Event Planning Time Line





2 months prior


•	consider tentative event date, size, location, intent





6 weeks prior


•	solidify budget


•	schedule site for event


•	discuss event with youth


•	brainstorm and decide on activities /speakers


•	specify length, date, time, place


•	appoint staff or youth to tasks (food planning, invite planning, press planning, scheduling)





5 weeks prior


•	cull ideas for invite & meet with designer


•	begin scheduling definite participants


•	talk with caterer or possible donors





4 weeks prior


•	edit invite, add new developments or thank yous


•	check in on food arrangements (if complicated)





3 weeks prior


•	get invites printed, prepped to send and sent if bulk mail


•	prepare press release & pre-contact any press for spotlight stories





2 weeks


•	have all invites sent (if first class)


•	confirm youth participation (and transportation, if needed)


•	generate any signage desired


•	send press release; do call down to check in with primary media


•	confirm site and any needed items (a/v, chairs, tables, etc.): visiting site a good idea


•	confirm food


•	confirm performers/speakers


•	write talking points, agenda


•	call any press for follow-up





1 week prior


•	determine final estimated attendee count (for food, chairs, etc.)


•	make name tags and reception check-in if desired (I rarely do)


•	make sure you have enough "day of" help lined up for set-up and clean-up


•	get talking points to all speakers


•	do call down to anyone whose attendance is very much desired (including press)





Day of


•	arrive 2-3 hours early for set-up


•	bring and arrange flowers


•	arrange room (and 


•	assist caterer if needed (or, arrange food, if you’re ‘catering’)


•	have copies of all speeches, agenda


•	greet all key folks as they arrive


•	enjoy the celebration


•	clean-up


�
Day of Event Checklist





EVENT: ____________________________





DATE: _____________________________





TIME: _____________________________





LOCATION: ________________________________________





SITE CONTACT: _____________________________________


			Phone_______________  Fax _____________





Site


[ ] Secure location


[ ] Parking


[ ] Transportation





Refreshments


[ ] Food and/or beverage service


[ ] Table, flowers 


[ ] Tableware: forks, knives, spoons, napkins, tablecloths, etc.





Information


[ ] Handouts, display materials


[ ] Press packets, brochures


[ ] Table, cash box (if necess.), 





Presentation/Recording


[ ] Guests/performers logistics - mics, lights, etc.


[ ] Audio/Visual equipment and set-up


[ ] Agenda/Program


[ ] Remarks (bring copies)


[ ] Easels


[ ] Gifts, party favors





Identification


[ ] RSVP/Attendance List


[ ] Name tags





Special


[ ] scissors


[ ] tape


[ ] a smile and a sense of humor





