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Good program planning/management skills and other soft skills are highly sought after in the business world.  Each year, businesses and those aspiring to improve their careers spend millions of dollars to learn these skills that are not taught at school, or college, or even graduate programs.  Skills like:
· working with others
· critical thinking
· managing people and resources
· creativity
· judgement and decision making
· negotiation
· service orientation
· work ethic
· cognitive flexibility

DeMolay has always taught these skills with a youth led, adult guided approach to programming.  DeMolay is a safe place to try, fail, get help, practice, and try again, and again, and again.  It is the “magic” of the DeMolay experience.   

Every DeMolay has the opportunity to learn these and other skills.  Collaborative projects, especially event planning and management, are the way DeMolays are most often provided this chance.

This document is intended to be a guide to chapter leaders and to the Advisors who are training and mentoring them. 


Six universal questions guide event planning and management:
· Why?
· Who?
· What?
· When?
· Where?
· How?

The answers to these questions become the outline of every good event plan.



Understanding why you are doing something helps your planning and management.  Think about what you believe the event should accomplish and what would be fun to try.  Create a vision of what you would like to have happen.   Think about the goals you may have for the event.

Then, seek the input of others.  Spend time talking with the leaders of your chapter, other DeMolays, and advisors to understand the intent of any event you may be asked to lead, plan, and manage.  Make sure everyone is in agreement about what the outcomes of the activity should be – fun, making money, helping your community.  Create a shared vision for the event so that everyone wants to participate in it and help it succeed.  Ask what their goals are for the event.

Research the event and think about the resources that may be available to you.  Many chapters have traditional activities that occur every year.  Talk with others who have been involved with the event in the past as a chairman or as an advisor.  Ask questions about what worked and didn’t work.  Ask what would have made a big difference in the success of the activity.  

Be bold and try a new activity especially if you have heard of it being successful somewhere else or you enjoyed it when you attended.  Talk with whoever was in charge of the event to ask for their ideas and guidance.  They will likely be flattered that you thought their event was so great and be more than willing to share their ideas.

Consider the resources that may be required and available to you.  The members available to help, advisors willing to guide and work alongside you, parents willing to provide help, equipment and supplies you may need, money, time required to plan and executive the event, possible locations for the activity.

Be open to new ideas.  Start the planning early so you have time to be flexible and try someone else’s idea.
Who is the target audience for your event?  Or, who do you want to participate in the activity. Who else may come to your event?  And, are there people who might participate if they knew even if they haven’t participated in the past?  

An example – If you are doing a fundraiser, you need people to buy tickets or make contributions.  Possible audiences include:  
1. member’s parents and other family members
2.  advisors and local Masons
3. DeMolay alumni
4. The general public
Those in the first group are most likely to give you money – they become your primary audience.  As you move down the list, the likelihood of getting someone to buy a ticket or make a contribution goes down.

How can you help increase the likelihood of someone participating in your event?  Let them know about it.  It may take you as many as seventeen times before they say yes and agree to participate.  This means you need to commit to a thorough plan of promoting your event to everyone you want to participate.

Consider using all of the following media to promote the event:
· Flyers
· Social Media
· Newsletter
· Phone calls
· Press releases – to public media like the newspaper, radio stations, newspapers, and television stations as well as Masonic newsletters
· Community boards in Starbucks and other small businesses


What kind of events can a DeMolay chapter do?  There is no limit to the type of events that a DeMolay chapter may attempt.  The DeMolay chapter program and its activities are not set.  The program of activities is dependent upon the interest of the members involved in the chapter.  However, there are general categories for DeMolay events:
· Social & fun – the intent is to get with others who are part of DeMolay, spend time together, and have fun.
· Service – the intent is to organize the members and supporters of the Chapter to help someone else in need or to improve the community.
· Membership Development – the intent is to invite others to join DeMolay, learn the lessons of DeMolay together, participate in the fun, and become a friend.
· Meetings & Ritual – the intent is to conduct the business of the chapter and to display to ourselves and others the values of DeMolay.
· Fundraising – make money to pay for rent, help others, and pay for the fun the members would like to have together.




After deciding what you plan to do, deciding when to do it becomes very important.  Many times you may not have a choice as to when to do an event.  For instance, you are not likely going to hold a New Year’s Eve party in April.  So, what will determine when you hold an event?  Consider that the timing of an event may be decided by one or all of the following:
· By a rule, like when you hold an installation of officers
· By some other authority, like when convention will be each year
· By tradition, like Education Day
· By special occasion, like a Christmas party

When scheduling an event, be sure to take into account not only your availability, but also the availability of the primary target audience.  This means you need to know if there are any conflicts.  Time is limited and everyone is busy.  So, consult your own calendar of activities, the schools that your members attend, the local lodge, assembly, and bethel, holidays that may conflict, and other community activities.

It is a best practice to have at least three possible dates for an event just in case there are too many conflicts with one or another of the dates considered.


Where an event is held will depend on what will be done and who will be doing it.  For instance, it is hard to have a swim party in a lodge.  And 100 people will not fit into most living rooms for a spaghetti dinner.  So, think about the setting that is required for the type of event being planned and the number of people expected to attend.  Consider:
· Special facilities – a pool, a chapter meeting room, a bowling alley, etc.
· Services required – A/V, cooking, music
· Space requirements based on attendance
· Ambiance or exposure required – a festive party place or a street corner to sell Christmas trees
· Budget and financial limitations – you may want a dance club but can only afford a garage



How to plan and manage a successful event can be helped by using some great tools.  These tools include:
· An outline of the program
· A “minute-by-minute” schedule
· A Task & Timeline
· Resources list
· Budget
Once these tools are created, the committee or individual responsible for the event can begin work. 
It is important to monitor the progress of everyone working on the event, so meet with the committee often or check-in and report to the advisor or chapter leader who is helping with the event.  Use the Task & Timeline as an agenda for the meetings reviewing the status of each of the items that needs to be completed for the event.  Update the Task & Timeline showing what has been completed and what still needs to be accomplished after each meeting.

Tips for a successful event:
1. Take action every day.  Don’t let a day go by without doing something, even a small task, which will take you one step closer to completion.
2. Delegate well.  Make sure there are enough people helping out so that you do not become over-burdened.  Use this as a learning opportunity for new or younger members.
3. Evaluate your progress often.  Periodically ask yourself, “How am I performing as the leader of this event?”  Ask others to evaluate your progress as well.
4. Consider the consequences of non-action.  If you are ever about to procrastinate or put off taking action, ask yourself, 
i. “Will I get a greater pleasure by putting off this action or will I get greater rewards by accomplishing the goals of the event?”  
ii. “How do I want to be thought of by myself and others – an unsuccessful procrastinator or a successful doer?”
After the event, take time to debrief.  Include everyone who worked on the event in the debrief and write down their thoughts.  Note what worked.  Also, what could have improved the event?  Don’t be over critical, but be honest.

After the debrief, write a report that includes:
· Title of the event
· Type of event
· Date, time, and location
· Event goals and whether they were achieved
· Attendance numbers
· Notes about what worked and why
· Notes about things to be improved and how that may be accomplished
· Program outline
· “Minute-by-minute” schedule
· Task & Timeline
· Resource list
· Final financial report on the event including budgeted and actual amounts.  

Share the report at the next chapter meeting and save it for future reference.  Individual event reports can also be included in the Past Master Councilor Meritorious Service Award application.  
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Event Task & Timeline
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	Income
	
	
	
	

	
	Description
	Budget Amount
	Actual Amount
	Difference

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Expenses
	
	
	
	

	
	Description
	Budget Amount
	Actual Amount
	Difference

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Resources List

	Item Description
	Quantity

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



2


image1.jpg




