CIfA groups toolkit

GT5.3 CIfA event checklist


GT5.3 CIfA event checklist
	Task
	Description
	Action
	Who? (name)*
	When?
	Done?

	1
	Workshop/event/course brief or outline should have been submitted as part of set-up - see GT5.1 Proposal form
	Complete proposal form
	(Group)
	
	

	2
	Check budget spreadsheet
	Organisers and CIfA group contact finalise budget details
	(Group) and (CIfA Office)
	
	

	3
	Details of event, including budget, venue, times etc confirmed
	Circulate final details to organisers and CIfA group contact
	(Group)
	
	

	4
	Full information about the event finalised for marketing. Include: venue, time, summary, programme (if available), whether tea/coffee/lunch is available, cost, images if possible.
	Circulate further details to CIfA group contact 
	(Group)
	
	

	5
	Complete Eventbrite page
	Set up page and booking details
	(CIfA Office)
	
	

	6
	Put together flier and add to  website professional development pages, and group page entry
	Finalise advertising materials and web pages for the event
	(CIfA Office)
	
	

	7
	Advertise course or event to Members via Mailerlite and JIST
	Post on eBulletin, website and circulate to relevant contacts
	 (CIfA Office)
	
	

	8
	Compile list of attendees and confirm bookings
	Check Eventbrite booking list, email list of delegates to organisers 
	 (CIfA Office)
	
	

	10
	Email final list of attendees to inform them of any other details needed (Eventbrite sends 48hr reminder automatically)
	Circulate any pre-course info - how to get there, times, whether to bring lunch
	(Group) and/or (CIfA Office)
	
	

	11
	Organise lunch delivery and refreshments (office can organise payment if needed or organisers can claim back money spent).
	Final venue arrangements and catering
	(Group) or (CIfA Office)
	
	

	12
	Print certificates
	Print and organise
	(CIfA Office)
	
	

	13
	Event/ workshop goes ahead 
	Take photographs during event
	(Group)
	
	

	14
	Feedback forms completed at end of day
	Ensure feedback forms are completed
	(Group)
	
	

	15
	Certificates issued to delegates on day
	Organise enough certificates are available on the day and signed
	(Group)
	
	

	16
	Review budget
	Review income and expenditure
	(Group) & (CIfA Office)
	
	

	17
	New group members added
	Make sure office is aware of any new group members
	(Group)
	
	

	18
	Email delegates after event with any responses to feedback or questions
	As appropriate
	(Group)
	
	

	19
	Thank venue/ hosts/ sponsors
	As appropriate
	(Group)
	
	

	20
	Write up a summary/review for Group website/ newsletter/CIfA eBulletin 
	Prepare summary and circulate
	(Group)
	
	

	21
	General review and feedback to Group committee
	On agenda for next committee meeting
	(Group)
	
	

	22
	Provide event summary for annual reporting
	Ensure the event is recorded for group annual report & AGM – numbers attended, feedback etc.
	(Group) & (CIfA Office)
	
	


*We have indicated tasks which are normally undertaken by the CIfA office or by the group in brackets, this is flexible and it is helpful to include a specific name for each task.
