On-Site Activity Planning Checklist

ADVANCE \d 3To plan an on-site activity, follow these simple steps:

ADVANCE \d 3___
Identify the message you wish to convey and why you are holding the event.

ADVANCE \d 3___ 
Identify the “hook” — what is it that will motivate people to attend?

ADVANCE \d 3___ 
Identify your target audience (local residents, media, local officials).

___
Check with the Site Team to make sure there are no safety concerns you must consider, that the Team agrees the activity is appropriate given conditions at the site, where on the site it is possible to hold your activity. 

ADVANCE \d 3___
Pick a date and time — making sure to consider the community calendar to avoid competing with a            local event, such as a summer craft fair, fall festival, or popular vacation time in the community.

ADVANCE \d 3___
Make arrangements for other speakers (e.g., the RPM, a local college engineering or science            professor) and advertisements for the event.

ADVANCE \d 3___
Prepare any educational or media packets that you will have available at the event.

ADVANCE \d 3___
Mail information out to community members, if appropriate, such as a fact sheet describing the          phase of work you will be highlighting at the site.

ADVANCE \d 3___
Publicize, publicize, publicize; one mailing will not be enough. Consider door hangers, public            service announcements, announcements at local civic clubs and church bulletins.

ADVANCE \d 3___ 
Verify all arrangements with speakers and workers who will be assisting at the event. 

ADVANCE \d 3___
Host the event.

ADVANCE \d 3___
Hold a “Lessons Learned” meeting.

