	How To Plan an Event

The following is an adapted section from the IDEA Club Leadership Manual. 


Get Started Planning Your Event!
Any event takes planning, but with the help of a few friends, a little hard work create a very successful event. 

First off, a number of questions must be answered. What is the vision and purpose behind the event? What are some ways you can accomplish your goal? When is the best time to hold this event? How many people do you want to have attend? Where can you accommodate the number of people at the time you want to hold the event? How much money will the event cost? How much money is available, and from where will it come? These are all questions which must be answered, but by taking them one step at a time, an effective successful event can be planned. 
Consider these steps to give you a framework to help plan your event: 

1. Come up with an idea, vision, or set of goals for the event.

2. Determine what you need for the event and create a budget.

3. Pick an event location and date.  Create a timeline to be sure you can get everything done before the event date.

4. Make a plan to cover the event cost and plan time to fund raise if needed. 

5. Coordinate the proper resources, equipment, and people necessary for the event. 
(steps 3, 4, and 5 should happen at about the same time) 

6. Publicize the event.

7. Host the event.

8. Follow-up from the event. 
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How to plan an event —Create bogus event, assign tasks to plan, come back and report


Middle School:  Plan a birthday party.


Stone School:  Plan a simple fund raising event—Car wash
