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Planning and Organizational Development:  

Rules of a Successful Event
Successful events follow some rules:
(#1) Start on time! Delaying the beginning of an event shows disrespect to those who came on time. On the other hand, if every event you organize starts on time, people will take you seriously – the impression you’ll make will be that you are well-organized and professional.
(#2) Have a clear beginning and end, which means there is always an opening which welcomes people and gives introductions, and there is a clear end which thanks people for attending and informs them about future initiatives or planned activities.
(#3) Well thought out preparation, agenda and follow up are crucial for an event to succeed. You can only imagine how awkward a pause can get, when it is not clear what is the next thing to happen, or who is the next person to speak. If the preparations were not done well, it could happen that some of the materials are missing, or nobody thought of having a sound system, for example. Or, if you forgot about the follow up, it might happen that the event goes perfectly and the next day people want to hear more about it, but you just do not have time to organize anything because of the lack of planning and preparation. As a result, you could have missed an opportunity to gain more support for your organization.
(#4) All attendees should be adequately informed of the purpose of the event, and you need to make sure they know why they are there. If people leave the event with a clear message they are more likely to remember it than if they found the information confusing.
(#5) The opening word should always repeat the reason and the goal of the event, as well as what is expected from the attendees. Sometimes people attend your events to demonstrate their support (like at rallies), but you need to acknowledge that and invite them to prove their support by taking an action.

(#6) All of the participants have to be treated with respect, which is common sense, but imagine a situation where a supporter of your opponent visits your event. You must be as respectful to them as you are to your other participants! Your behavior with whoever wants to participate in your event reflects you, and it is not about that individual or group.
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