Archive Awareness Campaign Events Planner Checklist
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AAC Toolkit

Archive Awareness Campaign 

Events Planner Checklist

	Activity
	Completed


	Budget

	1.  Establish budget required
	

	2.  Seek forms of sponsorship and support
	

	3.  Keep budget under review
	


	Promotion and PR 
	

	1.  Produce in-house posters and flyers (where possible)
	

	2.  Make use of AAC national promotional material i.e. postcards, posters, balloons and flyers (AAC Officer can send to you upon request)
	

	3.  Distribute promotional material
	

	4.  Write press releases and photo calls opportunities and   send to media. AAC Campaign Officer can support you with press releases and liaison with media
	

	5.  Promote event on internal and external websites including AAC www.archiveawareness.com

	

	6.  Produce guest list and invitations if appropriate
	


	Venue
	

	1.  Room booking
	

	2.  Layout of room (tables, chairs, stage, screens)?
	

	3.  Disable access?  Think about wheelchair ramps, large type materials, etc.
	

	4.  Establish responsibility for room layout and presentation
	


	Equipment
	

	1.  Identify required collections
	

	2.  Visitor packs (inserts, handouts, evaluation forms)
	

	3.  Costumes and props
	

	4.  IT and audio-visual equipment
	

	5.  Stock for sale (books, pamphlets, maps etc.)
	

	6.  Requirements of contributors (e.g. guest speakers)
	

	7.  Camera/ recording equipment to capture event. Microphones for speakers
	

	8.  Catering equipment
	


	Staffing Requirements
	

	1.  Identify number of staff required
	

	2.  Reception staff
	

	3.  IT staff
	

	4.  On-site first-aiders
	

	5.  Staff from other departments/ external
	

	6.  Special requirements (e.g. signed interpreter)
	

	7.  Volunteers
	

	8.  Sales staff
	

	9.  Notify all of event timetable and instructions
	


	Security
	

	1.  Inform security of details of event
	

	2.  What are the security restrictions?
	

	3.  Ensure restricted areas are secure
	

	4.  Minimise risks to the archives
	

	5.  Evacuation procedures in place and staff alerted to them
	

	6.  Health and safety measures in place
	


	Catering
	

	1.  Identify number of attendees and set price per head
	

	2.  Assign responsibility for ordering
	

	3.  Book caterer
	

	4.  Equipment hire (kitchen facilities, glasses etc.)
	

	5.  Space allocated for catering
	

	6.  Waiting staff required?
	


	Reception/ Registration
	

	1.  List of visitors/ tickets sold
	

	2.  Tickets/ badges distributed
	

	3.  Petty cash and receipt book if necessary
	

	4.  Signage
	

	5.  Promotional material on display in reception area
	

	6.  Acknowledge funders/ sponsors
	


	Evaluation 
	

	1. Include evaluation form in packs given to visitors (available from AAC Campaign Officer or AAC website)
	

	2.  Remind visitors to complete and hand in forms
	

	3.  Collate informal evaluation from recording equipment
	

	4.  Collate evaluation results
	

	5.  Where appropriate, promote the positive results to funders, supporters, sponsors and media
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