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Resources listed can be found at 
http://www.lgpvaw.net.au/Leaders-Event-Tool-Kit.aspx
 
)Working Group Roles and Responsibilities for White Ribbon Leader’s Lunch
	ACTIVITY
	TASKS
	WHO
	DATE
	STATUS

	Organisation and scoping
	
	
	
	

	Resource 14-17
	Set date of event
	All
	
	

	
	Select event venue
	All
	
	

	
	Set theme and format of event
	All
	
	

	
	Decide on speaker/s and MC
1. Survivor Advocate
2. ? eg White Ribbon Ambassador (political/ corporate)
3. ?
	All
	
	

	Resource 22 & 23
	Invite Survivor advocate
	
	
	

	Resource 18
	Invite MC
	
	
	

	Resource 24
	Invite speaker/s
	
	
	

	Resource 10 & 11
	Decide on what the table activity will be (if you are having one)
	All
	
	

	Resource 33-39
	Decide on any entertainment and background music
	
	
	

	
	Organise catering quote/s
	
	
	

	Promotion

	
	
	
	

	Resource 13
	Identify and agree on which sectors/positions within council will be invited
Each Council promotes and manages RSVPs for their own guest lists
	All

All
	
	

	Resource 6
	Each council to send ‘save the dates’ invites
	
	
	

	Resource 7 & 8
	Design of invitation – do you have in-house graphic design capabilities? 
	
	
	

	Resource 24
	Invite Ministers, special guests and other stakeholders
	
	
	

	
	Someone to manage Regional Invites and RSVPs
	
	
	

	Resource 25 & 26
	Prepare media alert and media release
	
	
	

	
	Circulate media alert and media release to local media
	All
	
	

	
	Collate and prepare resources for information folders and for tables (eg white ribbon, DoJ, VicHealth, local services etc)
	
	
	

	
	Brief Councillors, CEOs and Executives attending the event as appropriate. 
	All LG officers
	
	

	Resource 19
	Prepare speech for hosting Mayor
	
	
	

	Administration

	
	
	
	

	
	Merge guest list from each council and regional attendees
	
	
	

	Resource 13
	Develop table seating plan of ‘like’ professionals 
(mix up those with PVAW knowledge amongst other tables)
	Suggest 2 people
	
	

	
	Order folders, name tags, butchers paper, pens, blutack, notepads
	
	
	

	
	Roving mic? Other technical equipment
	
	
	

	
	Working bee to put folders together
	All
	
	

	
	Print name tags from merged guest list (with table numbers)
	
	
	

	
	Insert name tags in holders
	
	
	

	
	Arranging name tags in alphabetical order (for easy distribution at registration desk on the day)
	
	
	

	
	Storage of folders and transport of folders to venue
	
	
	

	Resource 20
	Someone to develop event running schedule
	
	
	

	Resource 21
	Someone to develop event agenda
	
	
	

	Resource 33
	Someone to develop participant evaluation form
	
	
	

	Resource 27
	Someone to print signs re: photos being taken at event (if applicable)
	
	
	

	
	Put together stockpile of blue-tac, gaffa tape, stapler, bulldog clips, textas, biros, post-it notes, etc
	
	
	

	Resource 30 & 31
	Put together welcome slideshow for pre-event
	
	
	

	Resource 32
	Put together required slideshow/s for introducing speakers
	
	
	

	Resource 34
	Someone to collate event evaluation form data and distribute
	
	
	

	Event Logistics

	
	
	
	

	
	‘pull-up’ banner on display at venue from each event partner.  Identify any other ‘decoration’ you require
	All
	
	

	
	Distributing folders to each seating placement
	
	
	

	Resource 27
	Put up signs re: photos will be taken (if applicable)
	
	
	

	
	Distributing A3 paper, textas, agendas, evaluation forms to each table
	
	
	

	
	People to be situated at ‘registration’ table to hand out name tags and provide assistance on table seating
	3 people
	
	

	
	Someone to identify and manage who will meet and greet VIP
	
	
	

	
	Someone to manage any media requests on the day / at the event (suggest folders are also made up for any media who attend, also including copies of the media release)
	
	
	

	
	Someone to ‘float’ and be of assistance as required (ie. be available throughout entire event for anything that may arise)
	
	
	

	
	Someone to manage music, event slide-show
	
	
	

	Finance

	
	
	
	

	Resource 4
	Someone to manage budget
	
	
	

	
	Can you afford table decoration/flowers – if so someone to organise
	
	
	

	Resource 1
	Can you afford photographer – if so, someone to organise
	
	
	

	
	Someone to invoice event partners for contributions
	
	
	

	
	Someone to manage payment of suppliers
	
	
	

	Follow up

	
	
	
	

	
	Contact participants periodically throughout the following year to see how they are tracking against commitments made
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Networking and Capacity Building Project





