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CREATING A SPECIAL EVENT

Objectives

· Do you need a meeting at all?  Is your topic relevant/meaningful to your audience?

· Will the meeting combine functionality and appeal to your audience?

· Are you choosing the proper time for a meeting?

· Would your attendees prefer to meet at lunch/evenings/weekends?

· Know your audience – adult learners have a shorter attention span than you might think

Booking the Venue

· Don’t overestimate the guaranteed number for guests attending.

· Once you give the guaranteed number 48 hours before the event, you are restricted to it.
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Invitations/Publicity

· What form will the invitations take?  A listing of all available email addresses for members in your branch is available by contacting Shirley Layne.

· Meeting notices are automatically put on the APEGGA website.

· The publicity will contain the following: who, what, where, when, why and cost.

· Who will you invite?  VIPs/Media/Members.

· Consider sharing billing with another society.  You will get exposure to another group and the opportunity to share expenses.

· Speaker Gifts/Special Advertising items: The APEGGA office orders these on a regular basis and, with notice, can provide speaker gifts.
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Theming Your Event

· Add some interest to a meeting by theming it.  It may take a little extra effort but it certainly adds to the atmosphere and can encourage networking and increase attendance.

· How far you go with your theme depends on how much of an impact you want to make and what your meeting format will allow.

· Many venues have a ready stock of themed items and can assist you at virtually no cost.  For example the Lobsterfest in Peace River – can be expanded to create more atmosphere – wooden crates with netting thrown over them – hurricane lamps on the tables, etc.

Room Layout

· There are many different types of room layouts.  Use one conducive to your format.  For example:

· Lecture – Half rounds – facilitates group discussion and allows interaction

· Theatre – Best used for short programs (uncomfortable seating)

· Utilize natural light whenever possible

· Do you need a head table?
Audio Visual Requirements
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Audiovisual equipment can be quite costly.  Determine if branch members have access to needed equipment and borrow if you can.

Speakers & Entertainment

· When engaging a speaker ensure you provide him/her with background information on your organization and audience so they can be better prepared and customize their presentation to your needs and interests.  Make sure that the person introducing the speaker has talked to them in advance about your expectations.

Food & Beverage
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Rather than planning a reception followed by a seated meal – use “heavy” hors d’oeuvres.  Carving stations, hot pasta dishes or fruit and cheese platters may suffice and cost you less per person.

· Guarantee low – venues set for 5% over your estimated number.  Realize what your usual fallout is and plan for it.  These are your variable costs and can drive your bill higher than you might think.

· Keep cocktails on a cash bar basis.

· Does anyone require a special meal, e.g. vegetarian, diabetic, allergies, etc.?

· Save money by piggybacking onto another group’s menu choice.
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Saving Money

· Make a trade – perhaps the venue would be willing to send a couple of employees to your seminar in exchange for a free coffee break (PD Days may be particularly pertinent)

Approaching the Event

· Be realistic about your program and stick to given timelines.  If your meeting notice states that the meeting ends at 9:00 p.m., ensure that it does.

· Consider billing for no-show attendees.  Let attendees know that their RSVP is their financial commitment for that particular meeting.
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HOSTING A SPECIAL EVENT

CHECKLIST FOR SUCCESS
CONSIDERATIONS

 FORMCHECKBOX 
 Establish Budget

 FORMCHECKBOX 
 Establish Planning Committee

 FORMCHECKBOX 
 Determine Program/Itinerary

 FORMCHECKBOX 
 Develop Timelines

 FORMCHECKBOX 
 Organize Volunteers

 FORMCHECKBOX 
 Transportation

 FORMCHECKBOX 
 Entertainment

 FORMCHECKBOX 
 Insurance/Liability

 FORMCHECKBOX 
 Contingency Plan

BOOK VENUE

Room Layout

 FORMCHECKBOX 
 Theatre

 FORMCHECKBOX 
 Classroom

 FORMCHECKBOX 
 Square

 FORMCHECKBOX 
 U-Shape

 FORMCHECKBOX 
 Dinner - head table, formal vs.
     informal seating

 FORMCHECKBOX 
 Other

Audio Visual Requirements
 FORMCHECKBOX 
 Microphone

 FORMCHECKBOX 
 Podium

 FORMCHECKBOX 
 Overhead

 FORMCHECKBOX 
 Computer Projector

 FORMCHECKBOX 
 TV/VCR

 FORMCHECKBOX 
 Laser Pointer

 FORMCHECKBOX 
 Screen

 FORMCHECKBOX 
 Other
Food/Beverage Order

 FORMCHECKBOX 
 Breakfast/Lunch/Dinner

 FORMCHECKBOX 
 Coffee Breaks/Snacks

 FORMCHECKBOX 
 Reception

 FORMCHECKBOX 
 Cash Bar only

 FORMCHECKBOX 
 Dietary Restrictions/Special Meals

Accommodation

 FORMCHECKBOX 
 Block of rooms vs. individual bookings

 FORMCHECKBOX 
 No-smoking only

 FORMCHECKBOX 
 Hospitality suite

INVITATIONS/PUBLICITY

Sending Out the Invitations

 FORMCHECKBOX 
 What form? E-mail, poster, invitation, 
     other?(Who, what, where, when, 
      why, cost)

 FORMCHECKBOX 
 Guest list

 FORMCHECKBOX 
 VIPs

 FORMCHECKBOX 
 Media

 FORMCHECKBOX 
 RSVPs - To whom?  By when?

Promoting the Event

 FORMCHECKBOX 
 One-to-One

 FORMCHECKBOX 
 Poster/Flyer

 FORMCHECKBOX 
 Cross-promotional opportunities
      (with other groups, at other events)

 FORMCHECKBOX 
 Guest Speaker

 FORMCHECKBOX 
 Media - advertisements, public 
      service announcements, features, 
      news releases, media notices

 FORMCHECKBOX 
 Internet/E-Mail

 FORMCHECKBOX 
 Newsletters - article, insert, calendar

 FORMCHECKBOX 
 Specialty Advertising Items 
     (promotional giveaways

THE TIMETABLE

Weeks Before the Event

 FORMCHECKBOX 
 Develop program/agenda

 FORMCHECKBOX 
 Confirm speakers and roles

 FORMCHECKBOX 
 Finalize attendance

 FORMCHECKBOX 
 Confirm logistics and meeting
     requirements with suppliers

 FORMCHECKBOX 
 Finalize meal numbers/special
     dietary requests

 FORMCHECKBOX 
 Speaker/VIP gifts acquired

 FORMCHECKBOX 
 Book photographer

The Big Day

 FORMCHECKBOX 
 Registration Table

 FORMCHECKBOX 
 Signage/Decoration

 FORMCHECKBOX 
 Information Packages/
     Handouts/Name Tags

 FORMCHECKBOX 
 A/V in place

 FORMCHECKBOX 
 Room layout suitable

 FORMCHECKBOX 
 Lighting/sound levels appropriate

 FORMCHECKBOX 
 Table set up/sufficient seating,
     media table

 FORMCHECKBOX 
 Speaker/VIP gifts

 FORMCHECKBOX 
 Meal numbers adequate/
     special meals available

 FORMCHECKBOX 
 Photographer in place

 FORMCHECKBOX 
 Players know their roles

After the Event

 FORMCHECKBOX 
  Post-Mortem

 FORMCHECKBOX 
  Thank You Letters/
      Complimentary Photos

 FORMCHECKBOX 
  Monitor newspaper for clippings
      (send copies to PR Group)

MORE HINTS AND TIPS FOR LOOKING AFTER AN APEGGA BRANCH EVENT

1.
Talk to the Treasurer and find out how much money is available to subsidize the meeting. Make up a preliminary assessment of the costs.  Consider the following.

· Are there any costs for the Speaker?

e.g., Flights, accommodation overnight, meals, taxi, etc.

· Are you buying a gift for the Speaker?  Typically $100 to $150.

· Are there any fees in the place you are holding the event?  Some hotels provide a free room when we hold the event there.

· Are there any cancellation costs?

· Are there significant financial risks?  If so bring to the attention of the executive.

· Are there a minimum number of meals the caterer is willing to provide?

· If you need an advance of money talk to the Treasurer.

2.
If it is a joint meeting ensure that there is an "Up-front" agreement on how the split will be done on the costs.  If an event has “Head Office” picking up costs, get details “up front”.

3.
You need about a month to send out e-mail notices for the event to all the branch members via head office in Edmonton.  You will need to make a "Notice of Meeting" and send it to Edmonton.  Ask the Chair who you should send it to.

4.
Tickets.  Use the template for tickets.  When you send these out keep a list to whom you sent them.  Normally we would set prices for members, guests and students (sometimes reduced).

5.
Send an e-mail to everyone selling tickets telling them exactly what you expect of them.  Tell them the date when you must have the numbers of tickets sold.

6.
If you are going to give the Treasurer any cash or cheques on the night of the event, itemize everything on a sheet of paper and give it in a sealed envelope.  Tell the ticket sellers to do the same.

7. For an organizer things can get pretty hectic on the night.  You may wish to ask someone to look after the door table.  Other responsibilities on the evening include the M/C role, and gift presenter.

8. 2 to 3 days after the event get all the ticket sellers to send you the money or cheques.  Cheques should be made payable to APEGGA Fort McMurray Branch.

9. A week after the event, you should have gathered in all the money, paid the bills, and assembled various receipts, etc.  From these make up an accounting of the event, detail the money paid to you and from what sources and detail the money paid out by you on a sheet of paper (see over).  Give this along with the cheques, money and receipts to the Treasurer.

10. All of our events are “No Smoking”.  Put this on the tickets and the notice.

TYPICAL EVENT ACCOUNT

	EVENT NAME
	
	BUDGETED AMOUNT
	

	COORDINATOR(S)
	

	VENUE
	
	DATE
	

	REVENUE
	

	
	

	Ticket Sales
	

	Number of tickets sold @          x        =
	

	Number of tickets sold @          x        =
	

	    Cash
	

	    Cheques
	

	
	

	Bar Sales (If Applicable)
	

	
	

	Cash Advance
	

	Sponsorship.
	

	Other (Specify)
	

	Total Revenue
	

	EXPENSES
	

	
	

	Speaker Costs
	

	   Hotel
	

	   Meals
	

	   Fares / Travel
	

	   Other (Specify)
	

	Gift for Speaker.
	

	
	

	Food Costs
	

	Room Costs
	

	
	

	Liquor Licence
	

	Note:  If you take out a liquor licence you must also take out liability insurance
	

	Liability Insurance
	

	Wine / Beer Costs
	

	Shipping Costs
	

	
	

	Total Expenses
	

	Event Surplus/(Deficit)
	


Please fill in the details after the event.  Attach all receipts.  Give cash and cheques to the Treasurer.
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Need some advice or a little assistance?  Call!





APEGGA Communications & Public Affairs:





Shirley Layne





Toll Free: 1-800-661-7020
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