	DRAFT FOR CONSULTATION AND FEEDBACK

Get Active Queensland Active School Leaders Program – Coordinator’s Manual


 Pro-forma 11

Launch Checklist



<insert school name and/or logo>
To customise the pro-forma for your school, you can delete all text in the header and footer
Get Active Queensland

Active School Leaders Program

Launch Checklist
Launch purpose

(
Who is the launch aimed at and what do you want to achieve?

(
Is it a media event or do you really only want to launch to a specific target group.

Launch officials

(
Who do you want to officiate?  Invite them!

(
Do you need a Master of Ceremonies to keep things moving along?

Date

(
Set a date that is suitable to your officials and personalities and allows ample time to make necessary arrangements preferably at least six weeks’ notice.

(
The time of day, week, month, etc should suit your program, guests, speakers and media.

The event


(
Create your own event or link in with an existing one at your school.

(
Consider entertainment, high profile personalities, and/or special attractions to gain media interest.

Venue

(
Decide on a suitable venue and book it.  Consider the format/tone (formal, casual, indoor, outdoor), along with wheel chair access and availability of parking.

Invitations

(
Decide who you want to invite and compile an invitation list.

(
Draft a suitable invitation.

(
Include information on parking and wheel chair access. 

(
Include contact details for RSVP. Allow at least two weeks to RSVP.

Equipment needed


(
Decide what equipment is needed eg. microphone, podium, video and sound systems, lighting, etc and book it.

Catering

(
Decide on the type of function and contract caterers.

Promotions

(
Decide whether a display is needed.

(
Decide whether hand out material is required.

Media

(
Invite local journalists

(
Prepare information kits 

(
Arrange photo opportunities with high profile guests and/or speakers

(
Prepare and send out media alerts and media releases.
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