Things to Consider When Planning a Community Genomics Event:
Adapted from: 7 Tips To Successful Event Planning by Rebecca Osborn and Things to Consider for Potential Forum Locations by Diane Drago and Corey Turner
1. Who is doing the planning?


Depending on the size of your event, you may be doing the planning on your own or with a committee. Try to decide on who will be involved with the planning from the beginning. Once you have decided who will be involved, make sure that everyone remains informed of the planning process and timeline.

2. When will the event take place?


When deciding the date for your event, you will need to consider how much time will be required to make the event successful. Some important things to consider are how large the event will be and how many people are helping to plan the event. You should also try to avoid major holidays and local or national events important to your community.

3. How can you stay organized?


Organization is key when you plan an event. One important component of staying organized is having a timeline for your event. A timeline should include all of the tasks needed to make your event a success and a due date for having them completed. It is important to keep the time line updated if new tasks become necessary and as tasks are completed. Communication between everyone involved in planning is very important so that every task is completed and efforts aren’t duplicated. Try using a color scheme on your timeline so it is clear who is working on which tasks.
4. What type of event should I have?


Many times you will know in advance what type of event you are planning based on previous events you have held or your organization’s mission. If you are not sure what type of event will work best for your organization and community, check out the list of example community genomics events located in the community events tool kit at www.GenoCommunity.org.

5. Where should the event be held?

Finding a location for your event is one of the most important tasks, so make sure you think carefully about your chosen site. If you have a space available at your own facilities that will accommodate your needs, this will save you time and money. If not, there are several questions to ask before you decide on your location:

· Is the space big enough to support your needs (both in terms of people and equipment)?
· Is the location accessible to your community? This includes handicap accessible, easy to find from the road with visible signs, short travel time or close available accommodations.

· Is the location available on the date and time of your event? Make sure to book time for set-up and clean-up and learn if there will be other events before or after yours.

· Are their multiple rooms available if your event requires small groups?

· If you are using multiple rooms, are they easy to find and are you allowed to put up directional signs?

· Are there enough chairs and tables available to meet your needs and will your participants be comfortable in the space provided?

· Is the equipment you need available at the site or able to be brought in? Is there anyone who can provide technical assistance?

· Do you want to provide food or beverages at the event and do you have an adequate budget to do so? 

· If so, are there catering services available that meet the dietary preferences of your community or can you bring in your own food and beverages?
· How much will the location cost? Remember to include costs for space rental, equipment, catering and miscellaneous costs such as registration, table renting, or parking fees.

· Is a deposit required and is there flexibility to change locations, increase or decrease space requirements or change the date or time?

6. How much will the event cost?

When you begin to plan your event, make sure to create a budget based on how much you or your organization has available to spend. Remember that unforeseen costs can arise, so plan for these in your budget. This is often done by overestimating some costs. Remember to include costs for your venue (space, equipment and catering), office supplies and postage for planning and marketing efforts, and any special costs based on your event such as speaker gifts or video rental.
7. How can I let people know about my event?


Your marketing strategy should be based on who you want to attract to your event and what works well in your community. Some possible options include: fliers, posters, blurbs in a newsletter, e-mails or postcards and press releases for local newspapers. You can find templates for these options in the community events tool kit located at www.GenoCommunity.org. Remember that you can always use more than one strategy depending on your budget and who you are trying to attract.

