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IAWP Brown Bag Educational Event Planning Guide 

Direct questions to Lyn Godsey, ESD UI Claims Center / IAWP Spokane Sub-Chapter President 

       
 

Not all items within this guide will be relevant to every event – please tweak as necessary 

Suggestions and feedback are welcome 
 

Promoting the Event: 

 In planning an event, the number one rule is - PROMOTE, MOTIVATE, PROMOTE.  

o Adapting a consistent theme for all promotional materials will help promote and build awareness of 
your event, and more importantly, motivate your audience to attend the event.  

 Remember that different people respond to different messages 

o Use as many methods as possible to promote an event. 

 Consider using a different method or a variety of methods to communicate the event each week.  

o Keep the messages simple and interesting by adding progressively more information with each 
message (teasers).  

 Depending on your department’s policy, pick a variety of methods to help ensure a large turnout: 
 

Voicemail message reminders  

Table tents in break rooms and cafeteria 

E-mail messages  

An article in the organization newsletter  

Banners  

Announcements at employee meetings  

Paycheck stuffers  

Word of mouth (committee members should talk up the event to others) 

Flyers on everyone’s desk the morning of the event (1/2 page flyers saves on costs!) 

Intranet postings (SharePoint home page) 

Flyers that offer an *incentive to participate in the event (*see page 3 under Budget Items) 

Place posters in highly visible locations such as:  

o  On the door of employee entrances  

o In the copy room  

o On restroom doors, mirrors and the back of stall doors (use masking tape that doesn’t leave 
marks) 

o Under the windshield wiper of each employee car in the parking lot  

o In the elevators and/or staircases  

 Each person on the planning team should talk up the event and motivate staff to attend. 

o In hallways, elevators and at meetings; especially, on the day of the event.  
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Two to Three Months Prior to Event: (plan further ahead if a larger type event)  
 
Get support from your organization’s leadership.  

Establish a champion within the senior management team.  

Champion’s Name: _______________________________  

Organize a Planning Committee. Your planning committee should range from three to eight members. 

o  Clearly define tasks, with accountability for each task and agreed-upon time lines.  

Assess employee’s needs and interests.  

Top Interests:  1. _____________________2. ____________________ 3. ____________________  

 

Establish your theme. A theme creates your promotional campaign and helps focus the type of exhibits, 
demonstrations, and activities you plan to provide. As an example, if planning a Health & Wellness Fair, 
schedule it to coincide with a National Health Observance (e.g. February is Heart Health Month; September is 
National 5-A-Day Month, etc.). Be creative with a seasonal theme such as “Spring into Health”, “Fall into 
Fitness” or a fun theme like a “Beach Party”, “Wellness Rocks”, Sports themes (Super Bowl, golf), or tour 
themes (think “Healthy Journey”).  

 Review your sub-chapter’s goals, philosophy and culture to determine an appropriate theme for your 
event. Do your goals align with those of the employer, IAWP state and international? 

 Consider ideas based on National Observances, major sporting events, and season of the year. 

 Conduct a survey among fellow employees to determine what they would be most interested in. 

o See “Survey” article in Clarion, Issue 1 – 2010. 

 What would be of most value to all, and still fit within the scope of their job? 

Determine your target audience. Who do you plan to invite? Current members? New ones? Both? 

o  Create incentives for current members, as well as new joining ones, to attend. 

 Offer  free lunch and program to current IAWP members. 

 Offer free lunch and program to new joining members. 

 Offer lunch and program for a $5.00 - $10.00 fee to non-members. 

Estimate number of employees you expect to attend (10% - 25% of total population on-site)  

o Plan an easy menu such as sandwiches, chips, a cookie and beverage. Don’t scrimp on the food!  

 Any leftover food items can be sold at a discount after the event. 

Establish goals and objectives that create a clear direction for planning and executing your event. Use 
these as benchmarks for evaluating event success. Create an Evaluation Form, that participants fill out before 
they leave the event. Act on the results. 

Establish your budget. Events can be run on a shoestring if your primary goal is to educate, or increase 
awareness of the benefits of being an IAWP member. Allow a slightly larger budget for membership drives. 
After all, you’re trying to incentivise people to join your organization.  

o In general, a budget limit of $3.00-$5.00 per person is sufficient.  
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If you intend to use the event as a kickoff for a fundraiser, you can do this on a shoestring budget, but plan 
on getting a lot of volunteers to help with the cause, including donating food items.  If your budget is 
predetermined, then the planning committee needs to prioritize the most important aspects of the event.  
 
Typical budget items include:  

o Presenter/Speaker Fees 

o Site/venue fees, equipment (i.e. VCR) or table rental  

o Vendors – some vendors charge to come to an event; be sure to clarify and ask for a discount 

o *Incentives – raffle drawing for a large incentive (value at least $50 - $100) typically creates more 
interest than smaller items for each participant  

o Food & Beverages  – sandwiches, snacks, fresh fruit, and other refreshments helps draw participants 
to an event. Good food brings them in and they remember. Ask committee members and others to 
donate food items for events and fundraisers.  

o Plates, Utensils, Table Covers – Good quality plastic utensils can be saved, washed and reused for 
another event. 

o Promotion – for advertising costs, banners, flyers, signs, decorations, table toppers, etc.  

Establish your implementation and evaluation plan. Create an Evaluation Form. Evaluations are critical 
for measuring the effectiveness of your event and helping you plan future events. Process measures include 
tracking the number of participants and surveying them about the content and quality of the event. Outcome 
measures include survey questions about what they learned and if they plan to make changes based on their 
experience.  

Set date, time, and location.  If planning a short one-hour presentation during lunch hours, then make 
sure there is approximately 15 minutes at the end of the program for a Q & A session. If lunch times for staff 
are staggered, then consider doing the event at 2 different times, or get authorization for staff to move their 
lunch. 

Develop promotional strategies. Maximizing participation is the name of the game. Use your 
organization’s communication channels to maximize visibility, awareness, and interest in your event. 
Determine your top three strategies:  

1. _______________________2. ______________________ 3.______________________  

Identify program topics and preferred format (education, demonstration, activity).  

Identify your program resources. Begin with organizational resources and then move to other 
organizations until your programming needs are met.  

Contact Speakers/Vendors. Create a list and assign committee members to contact specific 
speakers/vendors. After making your selection, have the presenter give you a sense of how their 
presentation will flow. Any special dietary or AV equipment needs? 

Touch base with the presenter. Get a sense for the flow of the presentation. Will there be time for 
questions afterward, etc. 

Arrange parking/security services.  

Contact and invite vendors. Allow plenty of time for gaining commitments. You may need to place 
follow-up calls if you don’t get a prompt response from key vendors. Ask about their equipment and any 
special needs. Ask if they can donate any give-away items or prizes.  

Determine the logistics for your activities (pre-registration, ticket sales prior to event, room setup, etc).  
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Design your conference room floor plan. You need ample space to accommodate participants and 
vendors. Plan the layout to facilitate programming features such as demonstrations. Consider the following:  

o Amount of space a vendor needs (area of 8 – 10 feet is usually adequate)  

o Determine electrical, laptop, and other audiovisual requirements  

o Identify a welcome/registration area  

o Number of tables and chairs to have on hand for vendors and attendees 

o Room setup: Consider traffic flow, waiting areas 

 Classroom style table and chairs allows for attendees to take notes 

 Round tables that seat 10 can be used to serve lunch 

 Theater style (chairs only) can be used for maximizing seating 

 

One Month Prior to Event:  
 
Start promoting your event. Promote all aspects of the event – such as examples of booths, 
refreshments and incentive items. As mentioned on Page 1, consider using various methods to promote the 
event. 

Begin taking pre-registrations (as applicable), or pre-selling raffle or lunch tickets – offer a discount for 
pre-purchases to attract more interest. 

Hold a Planning Committee meeting to make sure all assignments and responsibilities are on track.  
 
Arrange for all food and prizes.  Create checklists to avoid missing necessary items. 
 
Send confirmation letters to vendors, including map of your location, names of contacts at your 
organization and their phone numbers, parking and security information. Ask vendors to arrive 60 minutes 
prior to the start of the event to allow time for orientation and setup of their equipment or displays.  
 
One Week Prior to Event:  
 
Touch base with the Planning Committee via email.  Address any last minute issues or questions. 

Review your conference room floor plan. 

Follow up with a phone call to speakers and vendors. Create a backup plan. This is very important as 
things can come up and speaker availability can change. 

 
Remind employees once more to pre-register or pre-purchase tickets prior to the event. Some 
departments limit the number of emails to sending 1 a couple weeks prior to the event, 1 a few days before 
the event, and another reminder on the day of the event.  
 
Assign someone to greet and direct vendors as they arrive.  

Assign someone to introduce presenters.  

 Assign someone to greet participants, take tickets, and monitor the sign-in sheet.  
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 Assign one or more persons to prep, place, and serve food. Be sure everything on your checklist has 
been purchased such as utensils, napkins, plates, cups, condiments, serving bowls and platters, etc. 

 Assign someone to hand out and retrieve Evaluation Forms. 
 
 Assign someone to setup and monitor the AV or computer equipment. Make sure everything is in 
good working condition, so your presentation runs smoothly. Do a test run several minutes before the event. 

Day of Event : 
 
Remind employees via email about the day’s event. Be sure to mention food, prizes and other fun 

activities.  

Confirm the room is setup properly, and with food items placed away from the entrance to the event.  

Greet speakers and vendors as they arrive Direct them to restrooms, conference room, etc.  
 
Touch base with speaker before program starts Anything else needed? 
 
During Event : 

 
 Greet participants, take tickets, and monitor the sign-in sheet.  

Introduce presenter. Be sure to verify proper pronunciation of their name, and mention their 
background in your introduction as it relates to your event.  

 Hand out Evaluation Forms. 

o Before participants leave the event, provide them with a program evaluation form so they can give 
their feedback. Collect the form as they leave the program. 

 Remind participants to tell others about the event and encourage them to attend future events.  

 
Thank everyone who attended the event.  
 
After Event : 

 
Conference Room take-down and clean-up. Clear all food, clean all tables, and make sure room is put 
back to original configuration.  

Thank the presenter.  

Escort the presenter to the building exit.  

 Announce winner(s) of Raffle items (via email). 

 Compile and analyze evaluation forms.  

 Act on those Evaluation responses!  

 Determine steps to improve future presentations. 

 Write an article about your event for your organization. 

 Follow up with a “Thank You” note to presenter. 

 


