Covenant with Black America Town Hall Toolkit

Individuals can spearhead this activity; however, it will be easier to execute if responsibilities are delegated to a committee of at least five people. 

POSITIONS

Event Chair: Makes final decisions; establishes budget; secures funding sources, in-kind services, and media promotion partnerships; negotiates bulk book purchase with publisher; acts as spokesperson for group; signs contracts; purchases event insurance―if necessary; and pays bills.

Panel Liaison: Identifies and invites local community and regional leaders; makes follow-up calls and confirms panelists; drafts and sends invitation letters, confirmation letters, event detail letters, and thank-you letters; serves as onsite contact for panelists; ensures hospitality available for panelists (i.e., refreshments); and ensures security escorts for panelists.

Production/Logistics Coordinator: Works with event facility to ensure appropriate set-up; secures chairs, tables for book sales/check-in, podium, audio/visual equipment (speakers, microphones, projection screens―if necessary, projector―if necessary, vhs/dvd/cd player―if necessary), stage furniture (chairs, table for water, water for speakers, banners); and oversees tear-down (ensures furniture returned to appropriate place, packs up banners, ensures facility clean―notes any broken furniture or defaced property).

Marketing and Public Relations Specialist: Develops and creates flyers/posters; writes radio spots and news releases; identifies and invites local media to cover event; collects news clippings/video footage of event for archives; identifies and sends flyers to local community groups to attend; and identifies and sends posters to local businesses to post. 

Volunteer Coordinator: Identifies and secures volunteers to help with flyer/poster distribution; identifies and secures volunteers to assist in day-of logistics (ushers, registration, book sales, security escorts for panelists, refreshment table manager, set-up crew, clean-up crew); provides duties and responsibilities to volunteers; ensures each volunteer knows duties; and provides support where needed throughout the event’s duration.

EVENT PRODUCTION

Note: Some of the following steps can occur simultaneously.

STEP ONE:  Identify name/theme of discussion. 
Although the focus of the event pertains to the Covenant with Black America, you and your group may choose to focus on only one issue that is critical for your community or to address all the issues in The Covenant. Be sure to get input on this decision before moving forward. Research statistics in your area and read the local paper to be confident that the issues you have chosen to address are of interest to your community.

STEP TWO:  Set a date. 
Give your group at least four to six months to adequately plan and execute this event. Consider the panelists you would like to invite; many book events months ahead. Be mindful of giving your invited guests at least two weeks to respond to your invitation.

STEP THREE:  Establish a budget and a funding source. 
If you are part of a group that has membership dues, propose that a portion of your existing budget funds this activity. If you are an individual or working with a group of friends, establish a set amount that you and/or everyone in the group will contribute to make this event happen. 

When establishing a budget, consider the following costs: 

· venue (facility fees, cleaning fees)

· equipment and technical support (audio/visual―microphones, projectors, screens, vhs/dvd/cd players)

· furniture (chairs for the audience and panelists, tables―registration/book sales, wastebaskets)

· banners/signs 

· flyers/posters―design and printing

· copies

· letterhead/white paper 

· postage

· phone calls

· refreshments

· copies of The Covenant for panelists

Many community events are sponsored by local businesses, local government budgets, community groups (NAACP, NCNW, Urban League, 100 Black Men, fraternities/sororities). Before you spend out of your own pocket, collaborate with other agencies to support the event.

STEP FOUR:  Identify and secure a venue.
Note that some venues may be free or charge a nominal fee to host an event, including community rooms in public government buildings (chambers of commerce, public works departments, public housing complexes), churches/faith-based organizations, schools, libraries, malls, museums. DO YOUR RESEARCH. Identify places in the community that are easily accessible to members of the community―wheelchair accessible, near public transportation, in close proximity to main business or residential areas.

Venues such as hotels, convention centers, privately owned halls, and banquet rooms may require general liability insurance. Policies vary in cost. If your budget cannot accommodate this expense, you may also be able to partner with a group that already carries this insurance and to operate under its insurance. Contact your local insurance company and/or risk management attorney for more information.

STEP FIVE:  Identify and invite local and regional leaders as panelists and a local celebrity to moderate the discussion.
Consider inviting representatives of the top issues listed in The Covenant, including:  policy-makers (city or county council member, mayor, state representative, congressional leader, or state senator in your district), corporate/community redevelopment leaders, church leaders, educators, healthcare advocates and administrators, community organization representatives, chief of police, environmentalists, attorneys, nonprofit organization presidents/executive directors, and youth activists.  For your moderator, consider a local television or radio news reporter, preferably someone who has interest in the issues or connection to the community. When choosing a moderator, look for someone who has experience in managing conversations, can remain impartial, and propel the discussion forward.

Draft a formal letter of invitation that includes the date, time, place, and the topics of discussion. Be sure to provide an outline of The Covenant issues or the issue that is of greatest importance to your community.  For those panelists that confirm and if your budget can accommodate, send them a copy of The Covenant for their review before the event.

STEP SIX:  Design and print flyers/posters, banners, program booklet, and other marketing materials for this event.
You can create simple flyers and posters using Microsoft Publisher® or other desktop publishing software. Professional graphic designers charge a minimum of $25/hour. Depending on the market, some can be as high as $115/hour.  To reduce some of your costs, you may be able to have a budding graphic designer donate his or her services to your group. Contact your local community college, trade school, or four-year university art/graphic design department and post a “Help Wanted” notice. Be sure to design a flyer that is easy to read and catches the eye. (Note that using multiple colors increases your printing costs.)

Be mindful of residents that have special needs and need to know your event can accommodate those needs (wheelchair accessibility, sign language interpreter). Designate an information line phone number and/or set up a website that provides information about your event.

STEP SEVEN:  Confirm all participants and volunteers before the scheduled event day. Verify with the venue that all the equipment, furniture, and signage have arrived. 
The Panel Liaison makes follow-up calls and sends out itineraries, ensuring that the panelists have directions and the correct time, date, and location of the event.  The Volunteer Coordinator must meet with volunteers before the event to ensure each volunteer knows his or her responsibilities and is familiar with all event logistics.   This coordinator must also designate one or two volunteers to escort panelists with security.  The Production/Logistics Coordinator visits the site and itemizes all the expected shipments and rentals.  He or she should allow enough time to verify that everything has arrived and is not damaged; by so doing, if an item needs to be replaced or a sign redone, there is enough time to do so.  The Event Chair ensures that all contracts have been signed and deposits paid; the chair also verifies the local bookseller will be onsite to sell copies of The Covenant. The Marketing and Public Relations specialist verifies that local media will be covering the event, that ads are run in the local paper, and that the community is aware of and plans to attend the event.

STEP EIGHT:  Event Day―Troubleshoot unforeseen problems with set-up. Have a great conversation!
Upon your panelists’ arrival, ensure that they are comfortable:  offer refreshments, a secure 

place to hold their belongings, use of a cell phone, and a restroom. Ensure that your sound 

and lights are working properly. If you are recording this activity, have your technician

 perform a sound/light check several hours before the event. Open the doors to the public at least 30 minutes before your scheduled start time.  Introduce your moderator and expect a successful event!

STEP NINE:  Post Event Follow-up―Clean up, tie any loose ends, and make The Covenant  your community’s gameplan!
Immediately following the event, make sure the facility is restored to its original condition and 

that all rental audio/visual equipment and furniture were returned to their appropriate places.

Collect news clippings and coverage. Send thank-you notes to your volunteers, panelists,

and moderator. Pay all outstanding bills. If any critical action items came out of the 

discussion, meet with your committee to determine how you can remain involved.

STEP TEN:  Keep the momentum going!
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