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We get it—planning your Communities Talk event a year or even six months ahead isn’t always possible. No
matter when you dive in, here are some key steps to help you get organized and make your activity count.

Remember: No two events are the same, so not every event will need to check all the boxes below. Be sure to
check out all of SAMHSA’s Communities Talk resources for additional help planning your event.

PHASE 1

(] Define vision and goals: Map out your event topic and objectives, target audience, and what you want
to achieve. Who do you want to be there and what do you want them to do after they leave?

(] Establish a budget: This will help you determine what type of venue you can realistically pull off and how
many partners/sponsors you need to make everything happen. Did you receive a planning stipend from
SAMHSA? Make sure you review what this stipend can and cannot be used for.

(] Pick a date and venue (if holding in person): Research when the best time to have your event is based
on your audience’s needs and preferences.

(] Develop an overall timeline: Use this checklist to build a list of the key planning and implementation
milestones between now and your event. Make sure you attach deadlines and assign responsibility to
team members, so everyone is on the same page.

(] Define your core team: Assign roles within your staff and volunteers, such as event lead, marketing,
logistics, and sponsorship.

PHASE 2

(] Select vendors and secure contracts: Depending on your venue and overall vision, you might need to
book a caterer/order food, secure additional audio-visual (A/V) technology, purchase or rent
decorations, book entertainment, or book a photographer.

[ Recruit partners and sponsors: Begin outreach to sponsors or collaborators for monetary value or in-
kind services (i.e., covering the cost of your catering or A/V rental or providing a space to host the
event).

] Outline your program: Draft an agenda, identify keynote speakers or panelists (consider youth/young
adult involvement whenever possible ... it connects!), and begin outreach to potential participants.

[J Design marketing and promotional materials: Design posters, postcards, social media graphics, ads, or
other materials to spread the word. You can start with the editable graphics on the Communities Talk
website!

(] Set up your website/registration page: Launch your save-the-date page or create a Facebook event
page. Anywhere you can collect RSVPs for your event will be helpful!
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(] Outline your logistics: How early can you get into your venue to set up? How long will you have access to
the space after the event?

PHASE 3

(] Start your marketing campaign: This may include email announcements, social media posts and ads,
and reaching out to the media.

J Pick out food and host an A/V run-through: If your event is being catered, it’s time to narrow down your
menu or place your order for delivery. In addition, meet with your audio-visual technicians to review any
needs you may have.

() Finalize the program: Confirm speakers, entertainment, and your event’s detailed schedule. Now is the
time to create a minute-by-minute run of show/agenda for the venue and your team to stay on the
same page.

(] Confirm volunteer/staff plan: What jobs need filling onsite? Reach out to recruit volunteers and other
support staff.

(] Finalize decorations and design: Approve the final room layout and design, along with signage design
and placement. Make sure you have all the tables and chairs that you need!

PHASE 4

(] Determine and review contingency plans: Go over backup options in case you experience challenges
(weather, tech failures, speaker cancellation). Do you have a plan if it rains? Who is your on-site
A/V expert?

(] Continue your marketing push: In addition to promoting your event via email and social media, consider
buying ads and connecting with the media, if your budget allows. Remember, you can use your planning
stipend for ads!

] Confirm logistical details: Reconfirm plans with all vendors and update contracts if needed.

(M)

Attend final venue walk-through: Participate in a venue inspection with all key vendors.

(J Communicate with attendees: Send reminders about your event via email to all registered attendees,
including any parking/transportation information.

) Finalize staffing responsibilities: Distribute roles, train volunteers, and hold a rehearsal if time allows,
especially if using technology.
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EVENT DAY
(] Setup: Set up decorations, A/V, signage, and check-in systems.

(] Host a briefing: Walk your team through the final run of show and all emergency procedures.

) Execute: Arrive early, keep an eye on the timeline, and handle issues calmly. Work with staff to monitor
social media channels and engage with attendees in real time.

(] Registration: Depending on your event, it may make sense to have a registration table at the front where
attendees check-in. This helps you track how many people and who attended your event. If registration
doesn’t make sense, still try to keep track of how many people attended.

(] Capture footage: Make sure to take pictures or videos to help tell your prevention story long after the
event is over! Remember, people have the right to decide whether or not they want to be photographed.
A good way to ensure that you are respecting a person’s right to autonomy is by asking for consent or
posting signage that lets attendees know you will be taking photos and videos throughout your event.

PHASE 5: POST-EVENT (WITHIN 1-2 WEEKS)

(] Debrief and send thank-yous: Host a full team meeting to discuss what went well, where you could
improve, and what simply didn’t work. Send appreciation emails to guests, vendors, and
sponsors/partners.

(] Share your event with SAMHSA: Make sure you fill out the Information Gathering Guide. We want to
know it all. Tell us about your theme and what type of event you hosted. Also, share pictures with us by
sending them along with your Prevention Story to info@communities-talk.com. This information may be
shared on SAMHSA’s social media or in SAMHSA reports.

(] Collect feedback and draft a final report: Survey attendees, compile metrics, and document lessons
learned to inform your next Communities Talk event!
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