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PLANNING

All events need to have a firm plan set in place before it begins. We hope this planning guide will make the process easier for you.    Plan this year for a small event.  Depending on the outcome, you can then decide if you would like to pursue a bigger event next September with more advanced planning.

The date has been set for AD/HD Awareness Week and it will be September 14-20. You can plan a weekend event for the September 13 or 20.   

OUR GOAL:  Bring people together in one location to raise awareness and to raise funds for your local affiliate.  Your event should not only be fun, but be informative.  

People in your community should leave your event:

· Educated about how untreated/under treated/undiagnosed AD/HD impacts the community.  

· Knowledgeable about how AD/HD impacts all generations of the community from childhood through the senior years.   

· Informed that they, their children, neighbors, friends or co-workers could be struggling with the effects of undiagnosed AD/HD or a lack of support.  

· Provided with the tools to support their local community by:

· signing up for a CHADD parent to parent classes,

· becoming a CHADD member,

·  purchasing educational materials, 

· donating their time or money to local AD/HD non-profit programs,

· Information about local, state and national resources’, including their local CHADD and/or other AD/HD support group/chapters,
· Identifying topics and participants for future programs.  And made a donation to support the local CHADD affiliate.
All the information and forms in this packet are also available online at www.chadd.org\adhdawarenesstoolkit.

STEPS TO PLANNING YOUR EVENT

1. Solicit volunteers and set up an event committee with a chair and co-chair and assign volunteers with duties.


2. Plan for fun activities.


3. Create a timeline. 


4. Create a budget surrounding the activities that you have chosen.  


5. Select your location.  


6. Solicit sponsors/exhibitors and/or donors.


7. Advertise your event and inform the media. 


8. Determine an estimate of materials needed.  If you need materials, use the form provided on the online toolkit.


9. After your event is over conduct an evaluation of the event. You will want to know if it worked, did it raise money and how did your volunteers and community feel about the event?


10. Complete your financial reports and submit them to the CHADD national office.  All groups must submit a financial report to CHADD.


11.  Tell us how it went – share your stories and photos.

