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Program Planning Checklist and Timeline

Several of the pieces in this kit are templates, which can be customized for local events and activities.  In reviewing the planning checklist and timeline below, keep in mind that many of the referenced items are available in the consumer education and media outreach sections of this kit.

Three months or more in advance:

· Determine type of event to be held (see community event guide for event suggestions)

· Immunization clinics

· Consumer education events

· Physician education events

· “Celebrity” meet and greets

· Determine number of guests and space needed

· Investigate and select location

· Select speakers and participants and secure availability

· Liaise with any local officials – mayor, health department, political figures

· Determine catering, audio/visual (A/V), transportation, décor, and other needs

· Determine if there are any appropriate long-lead media outlets in your area and begin outreach

· Refer to the helpful tips in the media outreach portion of the tool kit

· Customize and develop advertisements, invitations, signage, and other collateral materials 

· Refer to the consumer education material included in this kit for helpful template materials

· Customize any media materials 

· Refer to the consumer education material included in this kit for helpful template materials

· Discuss next steps and responsibilities with local partners and coalition members

Two months in advance:

· Develop any speaker notes or presentations

· Refer to the influenza and immunization talking points or influenza background presentation included in the consumer education and media outreach sections of this kit

· Develop advertising and promotional plan

· If conducting media outreach, develop media plan and list

· Refer to the sample media list included in the outreach materials section of this kit

· Develop key messages for speakers

· Refer to the influenza and immunization talking points included in the consumer education and media outreach sections of this kit

· Schedule message review session with speakers and spokespersons

· Prepare invite list, if applicable

· Begin printing materials

· Arrange for photographer, if desired

Four weeks in advance:

Begin travel arrangements, if necessary

· Set up RSVP telephone line or e-mail address, if needed

· Begin media outreach

· Secure all area calendar listings

· Distribute flyers and posters to the community

· Physician offices

· Health department

· Clinics

· Public spaces

· Send invitations, if necessary

· Develop method for capturing event attendee information

· Ideally, add attendees to organization mailing list or database

Three weeks in advance:

· Schedule rehearsal and walk-through times with venue

· Confirm message review sessions with speakers and spokespersons

· Finalize all presentations and speaker remarks and distribute final copies

· Develop media interview schedule and keep spokespersons informed of commitments

· Reserve any necessary car services

· Plan necessary staffing for the event

Two weeks in advance:

· Review any influenza and immunization talking points with your speakers or spokespersons to ensure they are prepared

· Refer to the influenza and immunization talking points included in the consumer education and media outreach sections of this kit

· Customize and distribute press release

· Refer to template press releases included in the media outreach section of this kit

· Print any name tags or table cards; finalize any event signage and print

· Discuss your expectations for the event with the photographer

One week in advance:

· Confirm all travel

· Pay any vendor invoices that need to be paid in advance

· Confirm all vendor orders – A/V, catering, floral, transportation, signage, etc

· Conduct daily media follow-up

· Review event agenda and “run-of-show” with all staff working the event

Day-of Event:

· Re-release press release and conduct final media follow-up (if media attendance on-site is desired)

· Refer to template press materials included in the media outreach section of this kit

· Confirm any deliveries, A/V, catering

· Confirm venue set-up

· Conduct any media interviews

· Refer to template press materials included in the media outreach section of this kit

· Prepare registration table (for database capture)

· Finalize staff assignments

· Host event

· Speaker presentations

· Play the digital portrait gallery DVD in as many areas within the venue as possible 

· Media

Post-event Follow-up and Evaluation

· Send thank you letters to all participants

· Follow-up with any media who attended or covered the event to discuss any additional needs

· Determine timing for story placement

· Monitor for story; save any print clips

· Complete an event evaluation form and share with your sanofi pasteur Deputy Director of Public Health
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