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Event Timeline and Checklist
The following timeline and checklist has been created to help you keep on track as you prepare for your upcoming Blue Buffalo Home 4 the Holidays Adoption Event.  

TO BE COMPLETED ASAP:




                        CHECK WHEN COMPLETED

· Designate a person who will be responsible for all media contacts.

                   ______
(This person should serve as your official Home 4 the Holidays spokesperson.)
· Find out what other local organizations are participating in the campaign.                         ______
(You may wish to join forces for an even larger event!)
· Make a list of editors, news anchors and reporters who might support the campaign.     ______
(Include TV, radio and print – gather contact name, email, and phone numbers.)
· Determine what type of adoption event is appropriate for your organization.

      ______
(Base this on available staff, volunteers and any other participating groups.)
· Draft a brief one-sheet about your organization, if you don’t already have one.
      ______
(Include history, approach to adoption, and highlights about your facility.)
TO BE COMPLETED 8 – 10 weeks before Campaign kick-off:
                       CHECK WHEN COMPLETED

· Determine the date, time and location of your adoption event.

                   ______
(Incorporate a fun theme idea to grab more media attention.)

· Contact local participating organizations to discuss pooling resources for event.              ______
(Local celebrities may find an event supporting multiple organizations even more enticing!)

· Ask your city, county and state government officials to issue a proclamation.                    ______
(You might also ask them to designate a Home 4 the Holidays Day, Week or Month.)

· Contact local celebrities to make an appearance during your event.

                    ______
(Consider local sports figures, TV anchors, radio personalities, etc.)

TO BE COMPLETED 6 weeks before your adoption event:
                          CHECK WHEN COMPLETED

· Confirm your event specifics in writing.

                   


     ______
(Make sure all participating staff, volunteers and businesses have the details.)

· Confirm your arrangements with the mayor or county supervisors.                                      ______
· Design all necessary print materials.     





     ______
(Flyers, posters, banners, signage, contest elements, etc.)

[6 Weeks Prior To Event - Continued]
· Download sample public service announcements to provide to radio stations. 
     ______
(Customize for your organization before sending.)

TO BE COMPLETED 4 – 5 weeks before your adoption event:
                         CHECK WHEN COMPLETED

· Prepare and distribute media materials.

                   


    ______
(Media pitch, press release, calendar listings and fact sheet about your organization.)

· Create a clear, concise, eye-catching one-sheet about your event!                         
     ______
(Use this when requesting attendance of VIPs, government officials, local celebrities and staff.)

· Request donation items for your event from local businesses.     


     ______
(Use your one-sheet to explain your event and request the items you need.)
TO BE COMPLETED 3 weeks before your adoption event:
                          CHECK WHEN COMPLETED

· Promote your event everywhere!                         

     


     ______
(Social media, flyers in lobby, posters around town, in social calendars, on your website, etc.)

· Organize your staff and volunteers.                         




     ______
(Make sure you have enough or use your social media channels to request more help.)
TO BE COMPLETED 2 weeks before your adoption event:
                          CHECK WHEN COMPLETED

· Secure a photographer for the day of the event.

                  

     ______
(Either a professional photographer, staff member or volunteer.)

· Distribute a more detailed press release with confirmed VIP guests.                         
     ______
(Let the media know why they should be there! Give who, what, when and where + sponsors.)

· Create a checklist of all the materials and supplies you will need at the event.     
     ______
(Plates, napkins, adoption forms, signage, x pens, water bowls, microphone, etc.)
TO BE COMPLETED 1 week before your adoption event:
                          CHECK WHEN COMPLETED

· Provide local officials and other participants with an agenda.

                                  ______
(Outline the details of timing and what you expect them to do at the event.)

· Confirm that you have all the needed materials and supplies set aside and ready.             ______
· Create a short script or a one sheet with important facts for your VIP speakers.     
     ______
(Include key points about the campaign, the event and your organization.)

TO BE COMPLETED 2-3 days before your adoption event:
                         CHECK WHEN COMPLETED

· Send out a final media alert with a clear list of exciting specifics and visuals.     
    ______
(Customize the one provided in templates or create your own.  Remember to include photos!)

· Create a list of confirmed media attendees.     
     



     ______

· Make sure that all of your attending adoptables are groomed before the event.     
     ______

· Contact all attending celebrities, officials and VIPs to confirm attendance.     
     
     ______
(Answer any remaining questions.)

· Create a short script for your VIP speakers.     
     



     ______
(This is only necessary if you would like them to say something specific – then provide key points.)

REMINDERS for DAY OF your adoption event:
                         

         CHECK WHEN COMPLETED

· Be sure to schedule staff and volunteer hours before the event for set-up.     
     ______
(Decorations, x pens, signage, podium, organization information-table, etc.)

· Hold a volunteer training meeting an hour or two before your event.     
     
     ______
(Define jobs clearly and make sure all questions are answered.)

· Meet with your photographer to point out all photo opportunities.     
     
     ______

· Have your designated media spokesperson greet all editors and reporters.     
     ______
(Make sure they show the reporters around, introduce them to VIP guests and answer all questions.)

· Make sure your spokesperson mentions participating sponsors during interviews.           ______
(Answer any remaining questions.)

· Schedule staff and volunteers for a few hours after the event for clean-up.     
     ______

REMINDERS for DAY AFTER your adoption event:
                                    CHECK WHEN COMPLETED

· Send a follow-up to your media list via email with successes, photos and video.     
       ______
(Include information on attendance, pet adoptions, VIP participation, proclamations, etc.)

· Share the success of the event on all or your social media channels and website.     
      ______
(Include photos, video, attendance, pet adoptions, VIP participation, proclamations, etc.)
· Send a thank you note or email to local media who covered the event.

      ______
· Send a small but thoughtful thank you gift to any celebrities who attended the event.     ______
(A sweatshirt with your organizations logo may provide you years of celebrity endorsement!)

· Share your success with us at h4th@animalcenter.org!


      
      ______
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