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Description automatically generated]
Please fill this in 2 weeks (minimum) prior to your event and send to reimagine@architecturefoundation.ie 
	Key details
The when/what/where of the event.
Describe the purpose of the event in one sentence.
Who are you hoping will come to the event?

	Online presence
Please include all relevant website details or social media handles for tagging here.

	Communications plan
Please share details of what communications your team will be doing around the event for prior approval e.g. social graphics, printed posters, press release (a press release template can be downloaded on the Brand Web hub), media interviews

	Key spokesperson
Please include name and contact details of key event spokesperson. Please indicate if this person would be willing to be contacted by media/interested parties if requested.

	Shared drive
Please share link to shared drive where relevant comms material and photographs can be accessed before/after the event

	Checklist
Make sure you have considered the following ahead of your event:
· Who will be responsible for photographing/documenting the event?
· Do you have photo consent forms printed and ready to be signed?
· Do you have a sign to hang up somewhere visible to let people know that photography is being captured?
· Who will be responsible for sharing details of the event on social media/other relevant media?
· How will you capture data on who attended the event?
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