Oseh Shalom Guidelines for Planning Events
Schedule the Meeting or Event

· Decide on a budget and target audience. Include cost of a Sign Language interpreter, when needed.

· Fill out room reservation form.  Forms can be obtained in the office or Barry will email the form to you.
· Ensure that the date, time, and room arrangements are filled out.

· Submit form to the Office Staff, Attention:  Barry
· Barry will review the form and contact you with any questions.

· When your event is the only event in the building, you may need to find someone to open or close the building. (For example, a Saturday evening event.)
· Barry will let you know when your event requires extra Janitorial services. This expense needs to be absorbed by the event.

For events that are not held in the building, the office should be informed about the event to add the event to the calendar.
Publicize the Meeting or Event

· Contact the Publicity and Marketing Committee using osehpublicity@yahoogroups.com
· All materials should include the name of the event, date, time, location, and point-of-contact.
· Recommend that each committee define a style and/or logo that can be used on each piece of marketing material

· Material styles

· Title and Short Description – good for web site, Bima notes, facebook, listserve

· Press Release Format – TBD

· Posters – Use pictures and creative lettering to grab interests. Small versions of a poster can be inserted in the Shalom

· Choices: contact via email at osehpublicity@yahoogroups.com
· Listserve – weekly email announcements

POC: Jean Rosenberg

· Shalom – Monthly newsletter

POC: Carolyn Makovi

· Web Site – One line event item in announcements and paragraph or article or poster picture
POC: Melody Magnus

· Bima notes – read during services

POC: Office Staff, Saundra and Judee

· Facebook – available to all Oseh Shalom facebook members

POC Michael Becker

· Posters – 8-1/2 by 11 can be inserted in Shalom; larger sizes can be displayed in the corridor between the foyer and the school wing
· Press Release – Office Staff can send to the local papers for printing. Prepare material using the Press Release format

POC: osehpublicity@yahoogroups.com
 Event Planning Checklist

	Event Item

	Done

	Event defined –What is the event? Who is the target audience? Where will the event be held? Why is the event being held? 
	

	Date reserved on calendar – 
	

	Room reservation form filled out
	

	Event planning - Budget determined for event; tasks for event split among committee? Cost of Sign Language Interpreter included?
	

	Publicity  - Article for Shalom, listserve , bima announcements, press release, web site – 6 to 8 weeks before event; send to osehpublicity@yahoogroups.com
	

	Publicity  - Poster (11X14) created and placed in hallway leading to school wing, 
	

	Publicity  - Flyers (8 -1/2 X 11) created from poster for lucite bin in hallway
	

	Publicity  -Request list serve to remind people of the event – two weeks and one week before event; send to osehpublicity@yahoogroups.com
	

	After Event Review – Summarize budget income and expenses. Did the event meet its expectations? Was the event successful?  How many attended? What could have improved the event? Do you recommend holding the event again?
	


After Event Review

	Committee Name
	

	Event 

Event Date
	

	Number of people that attended
	

	Event Strengths (what went well)
	

	Event weaknesses (what could be improved)
	

	Did event reach its goal?
	

	Summary of expenses and income.
	

	Recommend this event to be run again?
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