Planning an Event
When planning an event to raise awareness – and funds – in support of encouraging women to take
a daily multivitamin containing folic acid to reduce the risk of neural tube defects, here are some
things you will need to do:
Estimate how many people will attend.
Book a venue that will hold everyone you are expecting.
Advertise in the local paper, on the radio and on your local cable channel – in as many
places as you can think of, in fact.
Hang posters about the event in areas frequented by your target audience (e.g., teenagers, all women of childbearing age, health professionals, etc.).
Invite local media to attend.
Ask organizations that interact with your target audience to spread the word.
If your budget allows, send invitations.
Make arrangements for refreshments, tables, chairs, linens, etc.
Ensure you have enough take-away materials to hand out (e.g., brochures and tip sheets
that can be found on www.folicacid.ca and www.sbhao.on.ca).
Confirm the date and time with your spokesperson and with anyone else (e.g., volunteers)
helping out at the event.
After the event, send thank you notes to volunteers, media, and any key spokespeople
who attended.
In terms of deciding what type of event to host, and doing the actual logistics planning, there are a
number of things you can do – from hosting informational workshops and formal galas to putting on
bake sales, car washes and fashion shows – and some tried-and-true ways to do them. Start by figuring out whether you are trying to raise awareness, funds or both; how much time and energy you
have to spend on the event; how much money you have access to through personal investment or
sponsorship or keynote speakers, for example; and how many volunteers you can recruit to help.
Helpful planning guides for a number of events will soon be available on the Spina Bifida & Hydrocephalus Association of Ontario’s website at www.sbhao.on.ca. In the meantime, some general rules
for a bake sale – a low-cost event that requires little lead time and minimal labour – are included
here to help get you started.
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