[image: image1.wmf] How to plan a lunch lecture:  This is one of the easiest, but also most effective ways that you can get the average student at your school to get involved on issues you think are important.  This project doesn’t take a lot of time as long as you plan ahead. 
1. Pick your topic- The best topics are those that are not already addressed in a satisfactory way by the formal curriculum.  Students will enjoy the talk more if you end with someway they can take action and be involved.
2. Select a speaker- Your speaker doesn’t have to be famous or highly controversial to draw a crowd.  Popular professors, local experts, and fellow classmates can all give interesting talks.  If your speaker doesn’t have a presentation already prepared, use one of the powerpoints on the AMSA website and adapt it for your purposes.

3. Book a room- Select your dates based on student availability and the timeliness of the topic.  Make sure to reserve your room on campus right away.  Plan as far in advance as possible, as the best dates are often popular and might be sought after by more than one student group.  If you’re not sure how to book a room, contact someone in your Dean of Students office, and they should be able to help you.  Most campuses provide Audio/visual support for free to student groups.  Be sure to let them know when you are booking the room if you’ll need equipment to show a powerpoint or if you’ll need help using the sound system.
4. Advertise- Hang signs, pass out flyers, give announcements in class, write on classroom chalkboards, and send out emails.  Don’t forget to register your event on the campus activity calendar if you have one.
5. Plan for food- If you can, provide lunch.  If money is problematic, ask another student group or a clinical department to share the cost with you.  If you only have enough money for snacks, that’s okay.  If you just can’t swing lunch at all, remind people in your advertising that it’s a really important topic, and that they should bring their own lunch and come to listen.  Always set up the food on the opposite side of the room from the door so that people don’t grad food and not stay to listen to the talk.
6. Last minute logistics- The week of the event confirm with your speaker and confirm your room reservation.  Be sure to designate ahead of time someone that will pick up the food and set it out lunch, and someone that can be in the room to make sure it’s set up and ready to go for the presentation.  It’s not a bad idea to collect evaluation forms so you can assess how things went, and so that you can improve for next time.  If you have freebies to pass out, flyers, stickers, etc leave them by the door so folks can grab them on the way out.  Now relax, and have fun!
