Outdoor Event Planning List

Marlborough Medical Reserve Corps


Event: ___________________________________________

Date: _____________________________________________

Time of Event: ___________________________________

Location of Event: _______________________________

___________________________________________________

I.  Coordination with Event Planners
· Register for location and pay fees

· Contact Person and Phone number:


___________________________________________________


 ___________________________________________________

· Address of Planners:


___________________________________________________


___________________________________________________


 ___________________________________________________

· Fees, if any, and date paid:

     Fee: ______________________________________________

     Date paid: ________________________________________

     Payment information (bill, check #, PO)


___________________________________________________


___________________________________________________

· Site Location Requirements (as needed):

     Lights

     Electricity

II. Organization of Materials for Event
· Tent

· Table

· Chairs

· Paper

· Pens & pencils

· Stapler, tape (scotch, masking, duct, electrical as needed)

· Scissors

· Signage

· 72 hour kit

· First aid supplies

· Other supplies, as required:


__________________________________________________________


__________________________________________________________


__________________________________________________________


__________________________________________________________


__________________________________________________________

III. Handouts:

· 72 hour kit info

· Disaster Prep handouts

· MRC brochures

· Event specific requirements (example: Flu info for flu clinics)

Notes for this event:

_________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

IV. Giveaways and/or raffle items
· Based on event

Notes for this event:

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

V. Volunteer Coordination

· Number of volunteers needed: ___________________
· Set up requirements (set up night before vs that day)

_____________________________________________________


_____________________________________________________
· Arrival time for volunteers: _____________________________
· Consider volunteer shifts
· Notification of volunteers
· Initial request for help date: _____________________
· Follow up with volunteers who offer to help:
	Volunteer Name


	Date Contacted


	Availability

all day vs shift

set-up

take-down
	Additional Information



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


VI. Post-event planning

· Take down materials and stow in trailer, or as appropriate

· Replenish supplies as needed

· Thank-you notes to volunteers

· Write short note to evaluate:

· Event Planning

· Day of Event

· Suggestions for next event

· Submit note to Executive Committee for Follow-up

· Date note submitted: ______________________
3

