WELCOME TO

THE 2019 FRPA
CONFERENCE!

8/1/2019

LEARNING
OBJECTIVES

0 Identify new strategies to plan successful
programs and events

0 List day-of-tips for event/program
execution

0 Discuss challenges/obstacles that may
occur before, during and after your
program/event
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Tips & Tricks to
Planning
Successful
Programs & Events
VIANCA PERON-SELLAN, MPA ERINWEISLOW, MPH, CPRP
Speakers
Administrative Services Manager Recreation Administrator
City of Miami Beach, FL City of Doral, FL
Parks and Recreation Department Parks and Recreation Department

ViancaPeron-Sellan@miamibeachfl.gov  Erin.Weislow@cityofdoral.com

..




8/1/2019

New to the field?
Years of Experience?
Why are you here?
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Place your screenshot here

o Demographics

O Psychographics
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Core Values

Health and
Wellness

Public Safety

Environmental
Education

Accessibility

Personal
Growth

Core Programs

Youth

Sports

Teens

Arts
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Aquatics .
Core Programs
Fitness & Wellness Seniors
{ ]
W
@ Special Events & Projects Environmental -

Core Programs

=

Special Populations
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THE PROPOSAL

Goals &

Objectives

What are your goals for your
program or event?
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Budget/ Funding

> Pricing

© How much do you
need for staffing and
general expenses?

Partnerships/Sponsorships

o Outside Organizations
Assisting

o Donations — Cash, In-Kind?

o General Support

Location Dates

© Indoors © One-time
o Outdoors o Session

o Area

Time Conflicts?
© What time work best o Holidays

for your target market?

o Other popular events
and programming in
the area

o Lightingissues?

Days of Week

© What day(s) work best
for your target market?
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Needed? In-House / Outsource

Volunteers Ratios

Equipment Participant Special Considerations
Transportation
© Do vyou have the o Spedial
i ? A -
equipment? © Howareyour Accommodations
participants getting to
o Will it be donated? your program? © Easy Access for special

groups

o Will you have to
purchase it?
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W lar BEACH
PARKS & RECREATION Special Event Proposal
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THE APPROVAL

How will your

proposal be
evaluated?

24

Mission,

Philosophy,
Goals and

Core Values

Community
Need
Funding

Preparedness
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THE PLANNING

Get your to-do

list going!

MARKETING

Print

Social Media
Media

Email Blasts
Word of Mouth

4

STAFFING &
LOGISTICS f
VOLUNTEERS
o Equi t
qu'men o Rolesand
o Supplies Responsibilities
o Rentals o Qutside Help:
o Location o Police
o Timeline/ )
Schedule ° Fire
o Vendors o Partners

..
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Get your to-do

list going!

ADMINISTRATIVE
DUTIES

Sticking to
Budget

Follow Financial
and
Procurement
Procedures

PRE-
EVENT/PROGRAM
MEETING

o

O

o

o

Review Roles and
Responsibilities

Event Layout
Goals
Expectations

Questions

% GETREADY!

o Registration
o Pre-Sales

o Triple-check!

..
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Day of Tips!

Plan

Pics orit Didn’t
Happen!

in Mind — Have
FUN and take
in the moment!

AdB.e Open to s Stay Focused Over
justments on Customer Communicate
Have a Back-up Service with all Parties

Keep Objective

2

9

. S  Surveys
o o Overall Experience

Rate: Location,
Schedule, Staff, etc.

How did you hear about
program or event?

Demographics

Incentives to complete-
giveaways!

30
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THE EVALUATION

32

Topics to Discuss:
Post Meeting o Hiccups
o What worked?
o What didn't?
o Analyzing Data

o Participant Numbers
o Survey Says....!
o General Staff Feedback
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Record All Your Success & Failures for

[ |
Keep Your your next time around!

Notes!

Don’t Work Hard, Work Smart!

s
-

Complete your budget report to show all
financial actuals:

Final Revenue

Final Operating Expenses
Final Staff Expenses
Sponsorship/Grant Revenue

Reporting your
Actual
Numbers

SRS

(@)

(@)

O

O

This will calculate your
Total Cost Recovery!
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o Letter To Commission
o Social Media Recaps

The best part o MediaAlerts
o Newsletters

CELEBRATE Thank You Emails to Staff, Volunteers & Vendors
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Miami Beach Senior Events
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Miami Beach Common Threads Program

Step Up Your Health, Doral!
Mayor's Wellness Initiative
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Doral Bike Safety Events
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Vianca Peron-Sellan, MPA

Administrative Services Manager MM |AMIBEACH
City of Miami Beach

ViancaPeron-Sellan@miamibeachfl.gov

Erin Weislow, MPH, CPRP
Recreation Administrator

City of Doral
Erin.Weislow@cityofdoral.com

FOR MORE INFORMATION ABOUT THE FLORIDA RECREATION AND PARK ASSOCIATION VISIT FRPA.ORG
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