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	DESCRIPTION
	NOTES

	
	Establish event goal
	

	
	Organize your team and establish roles
· Event manager
· Keynote speaker
· Volunteer management
	

	
	Set your budget
· Food and drink
· Marketing
· Additional staff
· Furniture, A/V equip, etc.
	

	
	Set the date, time, and duration
· Be aware of holidays
· Check dates with key participants
· Avoid conflicts with other launch events
	

	
	Develop marketing plan
· Website announcement
· Invitations
· Flyers
· Social media plan 
· Media relations
	

	
	Create an event master plan, including:
· Logistics (space setup, parking rules, food, etc.)
· Key note speaker
· Guest list (elected officials, State Librarian, State Library Marketing, media, Tonya Garcia, Peggy Cadigan, Fresh Start team, law enforcement)
· Marketing plan
· Registration
· Partner management
· Volunteer management and responsibility
· Catering
· Accommodations
· Event schedule
	

	DURING EVENT

	
	Position media and dignitaries
	

	
	Staff run-through and last-minute tasks
	

	
	Coordinate deliveries, special seating, etc.
	

	AFTER EVENT

	
	Conduct after action review with staff
	

	
	Thank participants and attendees
	

	
	Collect and pay bills
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4. FRESH START @ YOUR LIBRARY
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