EAST Night Out - Planning Timeline

August

· Put your event date on school, district and community calendars, newsletters, bulletin boards, etc.

· Meet with EAST students to discuss event and make beginning plans

· Assign a student project manager to lead the event planning

· Create guest list and design invitations

· Plan your agenda

· Register your EAST Night Out on the website and begin reviewing the event kit
· Begin or update your local media contact list

· Begin weekly progress meetings

September 1-15

· Download Event Kit and update templates as needed

· Contact local newspapers and other local media to request their needs for press releases, dates, etc. (Follow their plan)

· Agenda:  plan flow of event including how the students will share their projects and tell the story of EAST

· Determine event needs – audio visual (computer, projector, sound), podium, chairs, refreshments, handouts, etc.

· Personalize invitations and begin mailing or hand delivering them (No later than 2 weeks before event)

September 15-30

· Record RSVPs

· Print handouts 

· Students make follow-up phone calls to key community leaders and VIPs

· Continue Media advisory plans (press releases, phone calls, etc.)

· Finalize Agenda

October 1-5

· Prepare location for EAST Night Out (clean and organize event space, plenty of seating for guests, locate event needs, etc.)

· Practice run through with students

October 6 – EAST Night Out 

· Use the sign in sheet so you have record of who attended 

· Take digital pictures and video footage of evening to send to media, local newsletters, blogs, websites, and for your feedback requirements for the EAST Initiative.

· Share all projects: big, small and future project ideas

· Get all students involved, not just your select “star” few

· Celebrate your EAST and have fun!

After your event

· Send press releases with photos and/or video to local media outlets

· Send hand written personalized thank you cards 

· Update all required feedback to www.EASTNightOut.com by October 23rd. Remember all documents should be named properly using the format “School Name ENO Press Release.doc 
· Summary 
· Press Releases

· Photos

· Video (optional)

· Headcount of students who participated

· Headcount of Guests

· List of VIPs and titles

· Meet with students to discuss in detail your event (preparations and actual event).  What went well and what do you want to do differently next year?

