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RAISED VOICES EVENT INFORMATION
To Do List & Event Sheet Template for Coordinator of Agreed Events (Updated February 2023)
NOTE: with all the tasks that need to be done, it is always fine to delegate. We just need one person in charge for each event so that things don’t get overlooked.
To Do List: for communication of event 
· Follow the list in the table below, to disseminate the information to appropriate people.
· But delete this page from the Event Sheet for choir (see next page). 
· Use this table as a checklist, to note when you’ve done each or arranged that someone else will.
	Type of dissemination and When to start it
	Done

	ASAP start the Event Sheet for choir (see next page) as some items need early planning.
	

	At least one week before the event, send the Event Sheet to choir.
	

	If the event is Thursday evening, in place of normal rehearsal, inform the Hall caretakers at least one week beforehand for sufficient time to cancel our booking for that date.
	

	As long as possible before the event:

· Send a brief news item, for inclusion on relevant web and social media sites, to:
· The RV webmaster/s (webmaster@raised-voices.org.uk); 
· RV social media folks (currently Jo for Facebook, Andy for Twitter);
· Campaign Choirs Network, if appropriate (if you are not registered with CCN, ask someone who is to email to that list);
· Strawberry Thieves and Red & Green, if appropriate.

· Info needed: up to 100 word summary, including the organising body, their website address, the location and time of the event, any other relevant info and ideally a suggestion for which visual to use (typically an image from the organising body's website). See examples on web Homepage, plus one example below*.
· Also point out if the event clashes with a Thursday, so the webmaster can put a big red notice on our homepage that rehearsal will be skipped that week.
	

	After the event, within one week:  SUSPENDED FOR NOW – ANY VOLUNTEERS?
Reply to the email from the events evaluation person (currently vacant).
	

	[In the unlikely event that you forgot to inform the webmaster before the event, then after the event]:

· Tell the webmaster (webmaster@raised-voices.org.uk) that an event has happened, for inclusion in our Recent Events list, on the Home page.

· Info needed: Date, title, type (demo/performance/busking), location. See examples in our Recent Events list.
	


* For inspiration for text for the webpage / social media: 

Look at our Homepage for recent examples; here is an older example:
Time for the UK to Exit the Energy Charter Treaty! Rally on 4th November.
Raised Voices will sing to protest against the Energy Charter Treaty which allows UK companies to sue other countries for hundreds of millions of pounds if they ban fracking or other climate-wrecking fossil fuel mining. 

Join the demo, organised by Friends of the Earth, War on Want and Global Justice Now, on Friday 4th November - it starts at 5pm outside Department for Business, Energy and Industrial Strategy (BEIS), 1 Victoria Steet, SW1H 0ET. BEIS deals with the Energy Charter Treaty. More info here (WEB LINK to organiser’s page).
RAISED VOICES EVENT INFORMATION: For Choir from Event Coordinator

Coordinator: delete rows below if not relevant to the event, to improve clarity for choir.
But leave the next two lines in! 
Coordinator of Next Event: don’t edit from a previous event sheet – download the 
ToDoList+Template from the website to ensure you disseminate all information appropriately.
Name of Event: xx
Date of Event: xx
Time of Event: xx
Name of coordinator: xx
Coordinator’s mobile number: xx 
Time for RV to meet: xx
Place for RV to meet: xx
Who will bring RV leaflets? xx
How will photos/video of RV at the event be taken?  xx
At event, who will: post to Twitter/Facebook about us?; check for posts from others? xx
Who will provide songsheet, if needed? xx
For Demonstrations and Busking
Who will bring banner? xx
Who will amend placards for re-use, or bring general ones, if needed? xx
For Busking only
Who will be collecting money and/or handing out leaflets about the Cause? xx
For Demonstrations only
Where does the march assemble? xx
When does it set off? xx
What route will it follow? xx
Where and when does the rally begin? xx
For Performances

Who will introduce the songs? xx
Where and when will we rehearse beforehand? xx
Will we wear purple and black? xx
Will we use black folders? xx
Songs we’ll sing: xx

