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Event Location______________________
Date of Event_______________________

Six to eight weeks prior to the event
· Identify a location that would provide you maximum exposure
· [bookmark: _GoBack]Contact possible coffee shop managers and secure location

Two Weeks before the Event
· Confirm location
· Press releases· __________________________	
· __________________________
· __________________________


· __________________________	
· __________________________
· __________________________
· Gather resources to be used
· Initial contact of officers to attend

One Week before the Event
· Postings on:
· Facebook
· Twitter
· Put up flyers· Location 5 _______________________
· Location 6 _______________________
· Location 7 _______________________
· Location8 _______________________	

· Location 1 _______________________
· Location 2 _______________________
· Location 3 _______________________	
· Location 4 _______________________
· Contact surrounding neighborhood groups
· _________________________
· _________________________
· _________________________
· Confirm officers who can attend· __________________________	
· __________________________
· __________________________


· __________________________	
· __________________________
· __________________________

· Follow up with media· __________________________	
· __________________________
· __________________________


· __________________________	
· __________________________
· __________________________


Day of the Event
Arrive early to make sure the area is set up
· Table with coffee and cups
· Place for resources
· Put up banner if you have one
· Place for evaluations
· Control patrol car parking
· Have someone to greet community members as they enter.
· ____________________________________
· ____________________________________
· ____________________________________
· ____________________________________
· ____________________________________

Post Event
· Follow up with community members
· Debrief with host coffee shop
· Event-host Registration 
· Thank you notes
· Media acknowledgements
· Debrief with officers
· Report to administration


Additional Planning Notes: 
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