70 tf»ings you Learn about events

1. Aneventisrarely “just” an event — it's important to Jirst understand what your
event is actunlly expected to accomplish.

The event is not “real” until you have:
" A draftof your event’s program,
" abudget that shows how it will be paid for, and
* aschedule that Lists all the things that have to be done — when and by whom ~ in
the days leading up to the event.

Never trt; to work. on an event all 1717 you rself. Form A committee — even one other
person! - even if you don't feel you need a committee or have the time to manage a
committee, even 'lf no one cAn ?ramise to A&lf You very mu ch.

Make sure you Are Always re?lwcm}le, and that committee members understand
their relationships with each other, and not just to you.

If & well-meaning committee member doesn’t know exactly what s/ he is expected to
do, s/ he will nnturn1117 try to run the entire event.

Communicate everything, but each person does not need to know everything ~
respect An indivVidual 's time, interests, abilities, and responses to you.

Never plan anything for yourself to do uring the event. There will Always be
sametfw'ng unexpected — 4ood or bad - that completely commands your Attention.

Guests need to feel they are members of the event “cast”, and need to be welcomed
and enqaqed when they arrive. They should:
" see their name somewhere (on A T?M{ge, in the program, on A flnce card),

= be 71'1/&14 mmplgtu%fa_rmm about the event, sponsors, And the venue — never

Assume “Well, everyone knows that!”,
" and receive A small hospitality gift of some Kind.

7. Theevent planning process itself needs to Aave a clearly defined end after the
event. Thiscanbe a report, celebration, and/or [mm(wﬂ‘ to the next event flﬁmnzr.

10.  Before, during, and After the event, thank everyone profusely for everything
they've done - even for seemingly inufflim}?le or insignificant bits of help.
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