Event Planning

Meet with team as soon as event is approved. 

Team includes Administration and Development staff.
To fill out the form electronically, click on the first gray field and type. You can click on the next field or press the tab key. To check a box, click on it.
EMO program name        

Contact       

Name of event       

Date(s) of event       

Type of event (i.e., lecture, workshop, concert, auction, etc.)       
Partners (collaboration with)       

Partner contact information       

Sponsors       

	Brief description (to be used on EMO Web site)       


LOGISTICS
Event location(s) (include address and contact info)       

(If the event is at the Patton Home, contact Gary Logsdon at (503) 221-1054 or glogsdon@emoregon.org.)

Event time(s)       

Speaker(s)/Presenter(s)       
Name of room(s) to be used
     

Handicapped accessible:
 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no
Agreement with facility:
 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no 

Who will provide the following:


Set up
     

Clean up
     

Catering
     

Coffee service
     
Equipment needed: 
 FORMCHECKBOX 
 flipchart   FORMCHECKBOX 
 VCR   FORMCHECKBOX 
 microphone   FORMCHECKBOX 
 laptop   FORMCHECKBOX 
 InFocus machine 


 FORMCHECKBOX 
 other:       
HOSPITALITY
Airport transportation (if needed)       
Hotel (if needed)       
Reception information       
Catering       
COMMUNICATION/MARKETING PLAN
 FORMCHECKBOX 

Web site calendar – Date       
 FORMCHECKBOX 

Media contacts to send to (attach additional list)
 FORMCHECKBOX 

Media release – Date       
 FORMCHECKBOX 

Voice – Date       
 FORMCHECKBOX 

Media alert – Date       
Mailings:
 FORMCHECKBOX 
 Tickets
 FORMCHECKBOX 
 Invitation
 FORMCHECKBOX 
 Letter
 FORMCHECKBOX 
 Flyer
 FORMCHECKBOX 
 Poster
 FORMCHECKBOX 
 Brochure    FORMCHECKBOX 
 Mass E-Mail

 FORMCHECKBOX 
 Registration form   
 FORMCHECKBOX 
 Donation cards
 FORMCHECKBOX 
 Other       

Date(s)       
Amount(s)       

Add funds to Bulk Mail account (if applicable) $     
PROGRAM FOR EVENT (Final program must be submitted two weeks in advance)
 FORMCHECKBOX 

Facilitators – Have all participants been contacted?
 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no       
 FORMCHECKBOX 

Bios (attach)       
 FORMCHECKBOX 

Schedule of events       
 FORMCHECKBOX 

Song(s)       
 FORMCHECKBOX 

Prayer(s)       
 FORMCHECKBOX 

Acknowledgements       
 FORMCHECKBOX 

Display
Day needed       
Person responsible       
 FORMCHECKBOX 

Camera
Person assigned to take photos at the event       

 FORMCHECKBOX 
 Confirm camera reservation with the Administrative Assistant
MAILING LIST
Event Coordinator/Database Manager will run a mailing list from Raiser’s Edge.

	Criteria for list (i.e., Portland metro area congregations):       


Format:   FORMCHECKBOX 
 Printed mailing labels
 FORMCHECKBOX 
 Print on envelopes
 FORMCHECKBOX 
 Computer file; send to       
COST (for Event Attendance)
 FORMCHECKBOX 

Early registration $      (deadline      )
 FORMCHECKBOX 
 Day of event $                
Main focus:   FORMCHECKBOX 
 Fundraiser
 FORMCHECKBOX 
 Friend-raiser
Proceeds to go to       
REGISTRATION (all registration information will be entered into Raiser’s Edge)
Registration deadline       
 FORMCHECKBOX 

Cash box (schedule with Finance Director)       
 FORMCHECKBOX 

Tickets (i.e., meal, admission); type      
 FORMCHECKBOX 

Name tags:  FORMCHECKBOX 
 presenters    FORMCHECKBOX 
 attendees       
