Access Now Event Planning Worksheet 2011

Location:

Community Partner: 

Contact information:

Planning 

1.) What are the top three goals of the event (in order of priority)? We can help you survey your group, if appropriate.

2.) Is the event open to the public? Y  N
3.) Describe your audience for the event: age, geographic and demographic information (if available), computer proficiency and awareness. 

4.) YOU MUST COMPLETE A BROADBAND ACCESS SURVEY BEFORE THE EVENT CAN BE SCHEDULED.
How will you survey your community? [Place/ date/ time] 

Do you need translated surveys?  Which language?

5.) How many people do you want in the room? 

6.) When would you like the event to happen? Specific dates or range of dates is fine. 

7.) What time of day will the event take place? 

8.) Describe format for the event: 

Logistics

YOU MUST COMPLETE AN ACCESSIBILITY CHECKLIST PRIOR TO THE EVENT.

9.) Describe the place where the event will happen. How many rooms, is there a secure room for volunteers to leave their coats, etc.

10.) How many computers are available for demonstrations?

11.)  How will we connect to the Internet? Is DSL available? 

12.)  LCD Projector? Y  N
13.)  Number of Tables

14.) Number of Chairs

15.) Do you have some materials/ take away materials for the event? Y N Describe.

16.) Who will provide refreshments for volunteers? Describe: 

17.) Does your event need translation services or specific culturally appropriate materials? Y   N
Language(s): 

Promotion and Outreach (PLEASE USE PROMOTION CHECKLIST FOR SUGGESTIONS)

18.) Can your organization produce promotional flyers? ALL PRINTED MATERIALS MUST ACKNOWLEDGE ARRA AND CETF SUPPORT. Y  N
19.) Flyer distribution: [Where/ how many/ when]

20.) Do you want press coverage/media at the event?  Y   N

21.) Press contact:  
22.) Does your organization have a newsletter or any other type of regular communication system? 
Deadline:  
Circulation: 
23.)  Can you distribute La Opinion supplements? Y  N   How many?
24.) Is there a centrally-located bulletin board or message system for conveying information? Y   N
Follow-up

1. Who will follow up with participants? [when/ how]

Broadband Survey _______





Accessibility Checklist ____





ARRA Acknowledgement _____











