Project Tech Connect Event Planning Worksheet

Please take a few minutes to answer the following questions.

Answers do not need to be exact, just your thoughts on the following so that we can gain a better understanding of the event.

Name of Community Organization(s) hosting the event:

Contact information:
Planning 

1.) What are the top three goals of the event (in order of priority)? We can help you survey your group, if appropriate.

2.) When would you like the event to happen? Specific dates or range of dates is fine. 

3.) What time of day will the event take place?

4.) Is the event open to the public? 

5.) Who is your audience? Describe your audience for the event: age, geographic and demographic information (if available), computer proficiency and awareness.

6.) How many people do you want in the room?

7.) Describe format for the event: 

8.) Follow-up and sustainability: How will you fund or otherwise support the increased demand for technical support and programming?  

Logistics

9.) Who is event contact that day?

10.)  Cel phone number?

11.) Describe the place where the event will happen. How many rooms, is there a secure room for volunteers to leave their coats, etc.

12.) How many computers are available for demonstrations?

13.) Do you have some materials/ take away materials for the event? (Describe)

14.) Can we provide refreshments before or after the event? (Describe)

15.) Does your event need translation services or specific culturally appropriate materials?

16.) Who is providing the photographer?

17.) Who will welcome and train the volunteers?

18.) Will there be a presentation or program? Describe (with estimated time)

19.) Please review and complete the accessibility checklist. Do you need help completing the checklist? Please describe any barriers to completing the checklist.

Promotion and Outreach
20.) List potential promotional partners already working directly with potential participants:

· Community technology centers (in addition to your own)

·  Public libraries

· Schools your students currently use

· Community Cultural programs

· Job training programs 

21.) Can your organization produce promotional flyers? 

· How many?

· When?

22.) Do you want press coverage/media at the event?  

If so, who is contact person?

23.) Does your organization have a newsletter or any other type of regular communication system?

What is the deadline for articles and announcements?

When does it get distributed?

Where is it distributed?

24.)  Is there a centrally-located bulletin board or message system for conveying information?
Here are some ideas for workshops or information:

· Digital storytelling 

· Online Photography and video file sharing Services

· How to use an Internet phone or VoIP system 

· What Translation tools are available and how to use them 

· How online banking works

· ESL and/or citizenship resources 

· Low-cost computer and/or hardware troubleshooting

· Online Job search resources

· Technical support or other computer job opportunities

· How to register online for City College classes

· How to take an online college course

