SENIOR MEMBER ELEVATION EVENT CHECKLIST 

Refer to detailed online Event Guide


Five Weeks Prior to the Event

· Solicit help and assign tasks

· Choose a date and time

· Set a budget

· Choose a venue

· Make a list of handouts, food, etc.

· Run a report of potential Senior Members

· Run a report of current Senior Members and Fellows

Four Weeks Prior to the Event

· Send flyer

· Send invitations

Three Weeks Prior to the Event

· Resend the flyer or short articles

Two Weeks Prior to the Event

· Resend invitations

· Meet with volunteers 

One Week Prior to the Event

· Buy decorations, beverages, etc.

· Print samples of all forms and documents

· Confirm times with volunteers

· Arrange food delivery for the event

· Remind Senior Members and Fellows of their commitment to attend

Day of the Event

· Meet your volunteers for set-up

· Confirm food delivery

· Greet guests, check their applications

· Clean up after the event

Day After the Event

· Send Thank You notes

After New Senior Members are Named

· Press release to newsletter and Web sites

