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Networking and Capacity Building Project






CRITICAL STEPS

TO HOLDING A LEADERS’ LUNCH TO
HELP PREVENT VIOLENCE AGAINST WOMEN
	STEP
	ACTION
	COMPLETE

	1
	Create a Working Group to ensure you have people / resources to organise event
	

	2
	Be clear about the purpose of the event and what you hope to achieve
	

	3
	Seek endorsement for event from Leadership - suggest Executive Management level
	

	4
	Prepare a budget estimation of income and expenditure
	

	5
	Select a date, venue, identify and invite MC and Key Note Speakers
	

	6
	Get event date in the diaries of Mayors, Councillors and Executive Management
	

	7
	Coordinate guest list with organising partners and send out a ‘save the date’ invite
	

	8
	Confirm speakers, MC and send out final invite
	

	9
	Confirm structure and schedule for the event
	

	10
	Confirm attendees and create seating plan
	

	11
	Confirm catering and any special access requirements 
	

	12
	Establish roles of working group members on the day of event
	

	13
	Ensure attendees complete Event Evaluation
	

	14
	Share evaluation results
	

	15
	Design a follow up strategy with attendees post-event
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