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How to Plan an Event with Only 2 Weeks Left

With National Primary Care week only two weeks away, here are some events you and your school can put together in two weeks, with minimal funding and just a few volunteer hours!

· Hold a candlelight vigil for the uninsured on your campus.

· Have an information session about the presidential candidates and their health care plans.

· Have a few students put together a talk on fibromyalgia or other health topics and compile the information into a brochure for distribution.

· Have a group of students put together a talk that focus on the “Healthy People 2010” initiatives. (http://www.healthypeople.gov/) 

· Ask a student who spent the summer working in a primary care setting give a talk to the pre-health professionals about jobs in primary care.

· Ask a staff member in your program to speak about primary care residency opportunities.

· Contact local nursing homes and ask if students can give presentations to the residents on health topics specifically related to people over 65.

· Organize a “Question & Answer” sessions featuring community health center workers. 

· Offer to do a blood pressure screening at a local library or church (or anywhere)

For those of you who have already planned events, consider preparing a last minute checklist for your event.  A checklist should include:

· A timeline for contacting speakers and sending out reminders/confirmations;

· A list of volunteers, their responsibilities and the times and locations they need to remember;

· On-campus promotional reminders (posters, listservs, in-class announcements, etc); 

· Contact information for community representatives involved in events;

· Press release and media information contacts (sample press release);  
· Budget information;

· List of volunteers to assemble and take down decorations;

· Don’t forget PUBLICITY! 

· See the strategic planning guide at http://www.amsa.org/npcw/NPCWStrategicPlanningGuide.pdf for more great ideas and suggestions for planning a successful event!

Some of the seemingly smallest events can have the biggest impact.  Don’t get caught up in wondering if the events you are planning are “big” enough.  No event is too small to have an impact on someone.  

Here are some other steps you can take to make sure your events are a success:

· Visit the NPCW website for resources and materials: http://www.amsa.org/npcw/.


· Post ideas to the NPCW coordinator listserve to gather ideas, ask questions, and get suggestions.

· In regards to public relations for your event, please refer to chapter 3 of the Strategic Panning Guide, available online: http://www.amsa.org/npcw/NPCWStrategicPlanningGuide.pdf.  It is an indispensable tool on how to promote activities to the students, professionals, and the community at large.

· Be sure to contact speakers and send out reminders and/or confirmations. 

· Be sure to have volunteers to assist you with the event and outline their responsibilities.

· Post-promotional reminders (i.e. posters, fliers, listserves, in-class announcements) on campus and throughout the community. 

Keep your community representatives updated and involved in the planning of the event.  Ensure that you have followed through with your press release and media information contacts.  

See the strategic planning guide at http://www.amsa.org/npcw/NPCWStrategicPlanningGuide.pdf for more great ideas and suggestions for planning a successful event!

“Never doubt that a small group of thoughtful citizens can change the world.  Indeed, it is the only thing that ever has.”  







-Margaret Mead

