World Reiki Day Event planning template

	Name of event – World Reiki Day

	

	Date of event: February 5 2016
	

	Time of event:  TBD
	

	Venue: 

Contact all possible venues in your area: 

· Local Animal Shelter

· Recreation Center
· Pet Stores 

· Church/Event Halls


	

	Recruit Event Staff: 

Reach out to local Practitioners, Family, Friends

Reference the SARA Membership List (by area- list and contact info link;  URL:_______________ 

	

	Pre-Event Logistics/Supplies

Depending on type of event you will be holding you will the following: 

· 8 ft Table

· (2) Folding Chairs 

· SARA (WRD) Branded Tablecloth:

· http://www.totallypromotional.com/table-covers.html OR http://www.totallypromotional.com/table-covers.html
· Supply of SARA Brochures (ordered for Membership link)

· AV (projector/Screen) if presentation is planned

· One copy of each of Kathleen’s Books for Display (direct people to order on Amazon)

· Giveaways  (example: Reiki Rescue Bumper Stickers)

· Directional Signage if needed (36” x 24”) on Easel

· Plenty of your Business Cards 

· Drawing Prize (if you are having a drawing – Book, Tee Shirt, Reiki Notebook  etc.)

· 
	

	Pre-Event Marketing
· Provide SARA with event details so we can post on SARA Website and Facebook

· Post on all Social Media (Persona lFacebook, Twitter, Instagram)
· Event FB Invitation, and HTML for people that are not on FB.

· Flyer – Post at Shelters, Pet Stores, Schools, Rec/Community Centers, Churches, Vets)

· Contact Local Press/Media (Newspapers, Radio, TV stations)

· Determine and Track Budget 


	

	Event Agenda
Define vision for event: 

· World Reiki Day with Free Reiki Sessions for Animals

· Short Presentation/Mini Education Session

· Participate in local event – if available (Pet/Health Fair)

· Drawing for Grand Prize (suggestions listed above – should be SARA/Reiki specific)

· Make entry forms for giveaways

· Provide pens to entries


	

	
	

	
	Milestone Dates

	Checklist

Venue booked…………………………………………….

Time for event solidified………………………………… 


Recruit Staff……………………………………………….

Collateral/supplies ordered…………………………………

Invitations sent (FB and email)


Facebook Post Promoting Event with all details……..


Thank you for attending email (derived from entry….. cards


Random Drawing chosen – send or mail prize……….
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