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12 Weeks Prior—Week of Monday, Jan. 12th 

(
Select event coordinator and committee.

· Hold first meeting and assign roles (logistics, publicity, media, donations 
                   speakers/co-sponsors).

· Plan outreach to underserved populations within your community.  Consider how to team up with diverse cultural or social service organizations for Sexual Assault Awareness Month.
· Set goals for number of event attendees, VIP’s in attendance, and number of media stories and articles.   


(____________________________________________________


(____________________________________________________


(____________________________________________________
11 Weeks Prior—Week of Monday, Jan. 19th
(
Secure event location, obtain necessary permits.


(
Contact/invite speakers and musicians.
· Develop a publicity plan. 
· Contact potential co-sponsors.
(____________________________________________________


(____________________________________________________


(____________________________________________________

10 Weeks Prior—Week of Monday, Jan. 26th 

(
Arrange for sound and lighting system if necessary.


(
Incorporate sexual assault response team (SART) development/participation into SAAM activities.  Contact Grace Frances at FCASV for assistance.

(____________________________________________________


(____________________________________________________


(____________________________________________________

9 Weeks Prior—Week of Monday, Feb. 2nd
· Contact local businesses for donation of products or services.

· Send invitations to community leaders, legislators, and VIPs.  Consider ways to involve law enforcement, forensic medical facility, and state attorney’s office—building relationships will aid SART work.

(
Hold check-in meeting with SAAM committee.


(____________________________________________________


(____________________________________________________


(____________________________________________________

8 Weeks Prior—Week of Monday, Feb. 9th
(
Request proclamation or resolution from local government.

(
Draft media advisory, news releases and opinion/editorials and letters to the editor.

· Call community leaders, legislators, and VIPs to confirm they received invitations.


(____________________________________________________


(____________________________________________________


(____________________________________________________

7 Weeks Prior—Week of Monday, Feb. 16th

(
Arrange for printing of Sexual Assault Awareness Day materials. 
· Order supplies (ribbons, signs, balloons, candles, fliers, posters, invitations, etc.).


(____________________________________________________


(____________________________________________________


(____________________________________________________

6 Weeks Prior—Week of Monday, Feb. 23rd

(
Hold check-in meeting with SAAM committee.

· Contact local radio and television stations about running PSA’s specifically for your event.


(____________________________________________________


(____________________________________________________


(____________________________________________________

5 Weeks Prior—Week of Monday, Mar. 2nd

(
Send event announcement to community events calendars.

· Draft and send letter to local university/community college professors announcing your event and asking them to assign extra credit to students who attend.

(____________________________________________________


(____________________________________________________


(____________________________________________________

4 Weeks Prior—Week of Monday, Mar. 9th

(
Contact and send invitations and fliers to organizations.

· Find email addresses for the reporters you want to cover the event.


( Send pre-event news release via email.  
· Call local radio and TV talk shows (including college stations) to see about being a guest in late March or early April.  Contact newspapers to arrange a series of articles about sexual violence prevention and about your program.
(____________________________________________________


(____________________________________________________


(____________________________________________________

3 Weeks Prior—Week of Monday, Mar. 16th 


(
Sign up staff to: pick up donations; set up; distribute information or ribbons; greet participants; assist speakers; be safety monitors; clean up.


( Hold check-in meeting with SAAM committee.


(
Volunteers hang fliers around town.

· Confirm with stations that PSA’s will be playing the next two weeks before the event. 
· Prepare media talking points.


(____________________________________________________


(____________________________________________________


(____________________________________________________

2 Weeks Prior—Week of Monday, Mar. 23rd

(
Confirm event arrangements.


(
Prepare event programs.

(
Send opinion/editorial piece to newspaper.

· Volunteers hang second round of fliers around town.

· Assign a volunteer to greet, sign in, and give press packets to media at the event. 
· If survivor speakers are interested in speaking to media, help them prepare their stories/talking points. 

(____________________________________________________


(____________________________________________________


(____________________________________________________
1 Week Prior—Week of Monday, Mar. 30th 


(
Reconfirm event site and arrangements.


( Hold check-in meeting with SAAM committee.

(
Follow-up telephone calls to volunteers and invited guests. 


(
Prepare media kits (include press release/fact sheets/handouts).

(
Pick up ribbons, candles, programs and other supplies.

(
Gather display materials.

· Volunteers hang another round of fliers around town.

· Confirm VIP guests

(____________________________________________________


(____________________________________________________


(____________________________________________________
The Week of the Event!  Monday, April 6th 


(
Coordinate volunteers.  Confirm each volunteer the night before their assignments.


(
Two days prior: email and fax news advisory to reporters.

(
One day prior: confirm speakers and make sure they have directions.

(
Media spokesperson(s) prepare, review media talking points.  If survivors are speaking, review talking points with them.

(
Day of: Make follow-up calls to the media.  Give media kits to reporters at the event.


(
Send press releases to reporters who did not attend the event.  

(
Celebrate your event!

(____________________________________________________


(____________________________________________________


(____________________________________________________

Post Event
· Send thank you notes to participants, media who covered the event, volunteers and donors.

· Send thank you notes to participating law enforcement, hospitals/forensic exam facilities, and state attorney’s office.  Send press clips and information about success of the event whether the agencies participated or not.  Arrange meetings to continue/begin SART development discussions.

· Send a “Letter to the Editor” thanking the community for support.


(____________________________________________________


(____________________________________________________


(____________________________________________________


(____________________________________________________


(____________________________________________________


(____________________________________________________
Supply Checklist

(
Public address system                      

(
Lighting

· Extension cords
· Agency banner/logo


(
Podium, tables, chairs


(
Programs


(
FCASV and NSVRC materials 


(
Teal ribbons


(
Media kits


(
Brochures


(
Scissors, tape, tacks


(
Markers, pens, pencils


(
Trash and recycle cans/bags


(
Water and cups


(
Camera to take pictures


(__________________________
(__________________________

(__________________________
(__________________________
(__________________________
(__________________________
(__________________________
(__________________________
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