Online Event Preparation Worksheet

Design and Plan the Event

1. Identify theme, sub-topics, dates, hosts, etc.

a) Host(s) to tell community owner title/basic concept two weeks before event.

2. Create discussion schedule and content for promotional materials.

a) Host(s) to provide community owner with 5 basic points to be used as daily sub-topics.

b) Host to provide initial copy for promotional material two weeks before event.

3. Community owner and host(s) to have a meeting or phone conference to check in 1 week before event. 

Prepare Site for Activity

1. Open forums to allow for non-registered guest users to participate

2. Highlight the event throughout pages on your site.

Marketing

1. Prepare event announcement 1 1/2 weeks before the event

2. Get announcement approved by all parties 

3. Divide up listservs and contacts to prevent overlap

Registration Management

1. Secure online log-ins for hosts 1 week before the event

2. Make sure that hosts have filled out user profiles 1 week before the event

Guidelines for the Event

1. Hosts should expect to participate no more than two hours a day for five days.

2. Hosts will respond to users within one day.

3. Host will post week’s agenda on first day of event.

4. Host to post daily session starters on each day of the event.

5. Host to post a mid-week check-in on the forum with highlights from star users.

6. Host to post a discussion summary on the last day of the event.

7. Hosts to follow general community moderation/participation guidelines.

8. Hosts to consider option of continue hosting/moderation after event has concluded.

Host Support and Communication

1. Provide documentation and timeline to hosts.

2. Communicate with hosts regarding listserv outreach, divide up lists that will be targeted by both parties.

3. Provide support during the event.

a) Check in via e-mail three times during the week of the event.

Content Development and Site Configuration

1. Find and encourage participants who specialize in topic.

2. Research relevant content and prepare links to add to the event.

Event Follow-Up

1. Send follow-up e-mail the week following the event

a) Include what worked well, areas for improvement, and event statistics

The following checklist will help plan the tasks for carrying out a successful online event.

	Activity
	Owner
	Target Dates

	Design and Planning of Event
	
	

	1. Identify theme, topics, dates, hosts, etc.
	
	

	2. Create discussion schedule and content for promotional materials
	
	

	3. Hold phone conference or meeting
	
	

	Preparing Site for Activity
	
	

	Open forums to guest users
	
	

	Highlight the event throughout pages on Web site
	
	

	Marketing
	
	

	Prepare event announcement
	
	

	Get announcement approved by all parties
	
	

	E-mail announcement blast to agreed upon listservs and contacts
	
	

	Registration Management
	
	

	Secure online log-in information for hosts 
	
	

	Make sure that hosts have filled out user profiles 
	
	

	Guidelines for the Event
	
	

	Post week’s agenda on first day of event
	
	

	Post daily session starters on each day of the event
	
	

	Post mid-week check in on the forum with highlights from star users
	
	

	Post a discussion summary on the last day of the event
	
	

	Host Support and Communication
	
	

	Provide documentation and timeline to hosts
	
	

	Communicate with hosts regarding listserv outreach, decide upon lists that will be targeted by both parties
	
	

	Provide support during the event
	
	

	Content Development and Site Configuration
	
	

	Find participants who specialize in topic
	
	

	Research relevant content and prepare links to add to the event
	
	

	Event Follow Up
	
	

	Send follow-up e-mail the week following the event
	
	


