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How To Plan an Event:

 From an Hour-Long Service Project to a Huge Dance!
Who: 

- Who is this event targeting? Are you inviting other CKI Clubs? Kiwanis Family members? 
- Special Guests

- Who are the people/departments you will be working with to make this event happen? 
- Are there any other groups on campus that you want to partner up with? 

- Who are the officers/committees/members in your club that will be in charge of this project? 

- Who will be holding these people accountable to finish planning for the project on time? 

What
- What is the event, and what do you want to accomplish? 

- What materials and funding will you need? 

- What types of activities will be at this event? 

- What is the responsibility of each officer and/or member planning this event? 

When
- When is this event being held? 

- When will you need the funding for this event? 

- When will you need to start advertising this event? When will you send out reminder emails/texts? 

- When will you need to reserve a room/turn in forms/buy food, etc. 

- Schedule for the event (set up, event, clean-up, transporting items, etc.) 

- When are certain deadlines for planning each step of the event? 

Where

- Where is the event being held? 

- How will you organize transportation, and where will the participants meet? 

- Where will you advertise this event? 

- Where will you be getting the materials/funding/food for this event? 

Why

- Why are you holding this event, and is there a need in the community? 

How 

-  How will you encourage people to attend this event/how will you advertise?

- How will you determine if this event is successful, and how will you receive event feedback? 

- How will you make sure the event is planned and executed on time? 

- How will you make this event affordable? 
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