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Get Out On the Water
Planning Timeline
[bookmark: _GoBack]

November and December
· Decide if you are going to offer Get Out On the Water in the upcoming year
· Designate the individual who will champion the Get Out On the Water event
· Finalize the date for Get Out On the Water for your club (provincially the event is scheduled for the Saturday of the last weekend in June that is separate from Canada Day weekend)
· If you hosted the event in previous year: review notes on what needs to be changed for upcoming year
· Finalize committee members or key individuals that will be needed to play a role
· Create the sponsorship package for the event 
· Consider are there any partners you would like to be part of your day – Does your club have other facilities that could be open to the community? Are there other water sport groups near you that you could partner with? Create a plan to approach other organizations.

January 
· Sponsorships – identify different potential sponsors for the event, sponsors who could provide financial support as well as goods in kind. These could include food, promotion (including poster printing), goodie bags for participants as thank you items. Approach only one sponsor for area at a time.
· Volunteers – Identify what volunteer roles are needed and potential individuals or groups to approach to fulfil those roles
· Schedule for the day – start to put together the schedule for the day, finalize what components will be involved and finalize timing for your event. (There is a sample Day of Event Schedule in the COAST Resource Library). 

February
· Start to approach first choice for sponsors – earlier sponsorships agreement help get their logos on your promotional pieces and gives you time to approach others if needed
· Ensure you have access to the major pieces of equipment you will need to host the event

March
· Register your event on Eventbrite – set up event parameters and test the event registration See the guide to Eventbrite in the COAST Resource Library.
· Review the letters and forms in the COAST Resource Library and personalize them for your club


April
· Approach potential marketing related partners to consider promoting the event
· Finalize sponsors and ensure you have the appropriate information for each sponsor including contact, twitter handle, logo
· Finalize the plan for inclement weather
· For each area of the event ensure you have a key volunteer who can help ensure that area runs smoothly – i.e. registration, instructions and land to boat transition. One or two key people should be left to float and respond to issues as they arise.

May
· Finalize posters and have them printed, by end of month should be starting to put them up in key areas
· Add Get Out On the Water event to your website
· Start to promote event on social media
· Share package to promote event to local groups and organization like schools etc.
· Finalize the volunteers who are committing to the event
· Ensure all equipment and supplies that are needed are available and ready for your event. 
· Email Eventbrite invitations to past participants, community members, vendors and other contacts. Promote the Eventbrite event through your Facebook page. 

June – First two weeks
· Focus on marketing the event – social media, media release, posters up in community, 
· Confirm volunteers for the event – depending on the size of your event a volunteer meeting could be helpful to ensure everyone understands the goals and how the day will flow, otherwise 
· Print copies of the items you will need on the day of the event (i.e. liability forms, club information packages, sign in sheets) 

June – Week before Event
· Touch base with volunteers to confirm times get them excited about the event and thank them in advance 
· Email the registered participants thanking them for signing up and giving last minute details
· Double check that you have everything ready for the day of the event
· Be prepared to problem solve anything that may arise this week
· Early morning of event close event on Eventbrite and print list of registrations
· Make sure to be at club in plenty of time to set up registration and equipment as well as prep the volunteer team
· Organize everything you need in one handy spot to make sure you have everything and make it easy morning of the event

June/July – week after event
· Send an email to those that participated thanking them and encouraging them to get involved in your summer activities. Track how many participants got involved in club activities.
· Thank your volunteers – handwritten cards to key volunteers and email to other day of volunteers
· Professional letters to sponsors thanking them and sharing results, try to be specific about their goals and values
· Ensure notes get done on items that worked well with the event and things to adjust for future years. 
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