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GET OUT ON THE WATER

OVERVIEW - PLANNER’S CHECKLIST

PRE-EVENT
· [bookmark: _GoBack]Check out ALL the resources available in COAST Resource Library
· Set up Event Brite (including pre loaded email reminders)
· Promotion – posters / social media / club members / partners and friends / media release
· Volunteers – Day of Event in many roles / promotion help / sponsors 
· Back up plan for bad weather
· Confirm with others if any corresponding activities are going on
· Sponsors – food and drink provided
· Equipment – have enough and is it all ready to be used
· Volunteer Orientation – clear on expectations (may be early on day of depending on timing)



EVENT DAY
· Equipment out and ready to be used
· Signage  - where to go and thanks for being here
· Registration area – sign in for drop ins and extra forms ready
· Club Promotional Material available
· Volunteers ready and excited
· Copy of registration information from Eventbrite
· Share excitement of the day on your social media accounts (Make sure you have photo release forms signed)


POST EVENT
· Thank all volunteers (get their feedback for future years)
· Follow up with participants – encourage continued involvement
· Follow up with any sponsors
· Share excitement from day on social media – thank people for coming
· Send COAST an email and let us know how the day went – numbers attended!
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