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CHECKLIST FOR FESTIVAL HOSTS

Date of event: _________________________________________

Two months prior to the event:
	Send application and receive confirmation from Beneath the WavesTM team
	Secure a venue for the event:
-check how many people the auditorium can hold
		-ask if it’s possible to bring in outside food and drink
		-find out how many hours the space will be available for
		-find out about audio/video capabilities
		-ask about any advertising possibilities through the venue
Secure funding for the event through your university or an organization that you can partner with, and make payment to Beneath the Waves TM. 

Between two months and two weeks prior to the event:
Review the films in the database and select which ones to show. We recommend choosing 4-5 short films, and maybe one longer (~20-minute) film. You will need to decide on the theme of the event - ideally a few local issues should be addressed.
Research potential scientists that could come and sit on the panel (these should be familiar with the issues that are raised in the films you’ve chosen). Email the Beneath the WavesTM team with your list before contacting the panelists.
Form a team of people who will help you with the logistics of the event.
If you anticipate a large audience, you may want to have RSVPs for the event. We suggest you form a Google account for the event, including Google voice (which creates a unique phone number).
Find someone to design a poster for you (or design it yourself) with the Beneath the WavesTM logo, time and date of the event, hosting group, etc. This should be ready for printing by a month prior to the event.
Contact your university’s public relations/media department to ask them to do a press release for the event – this can be circulated to the local newspaper, etc.
	Begin to advertise on a local radio station (they usually do public service announcements for free).
Send emails to local conservation and education facilities (e.g. zoos, aquaria, museums, libraries) and ask them to advertise to their members or post a flyer.
Contact your chamber of commerce and ask them to put the event on their monthly calendar, and to advertise in any way that they can.
Inquire with local food venues (or try a local culinary school) to see if they’ll donate food/drink on the night of the event.

Two weeks prior to the event:
	Send the list of films to the Beneath the WavesTM team for approval.
Once the list of panelists has been approved by the Beneath the WavesTM team, reach out to the panelists, and ask if they can attend the whole event (watch the films and stay for the  ~45 minute panel afterwards).
[bookmark: _GoBack]Download the films you’ve chosen and visit the theater to do a “run through” with the AV staff who will be present on the night of the event. You need to make sure that the films will function correctly on their audio/video system, make sure to check audio levels for each film, and determine what will happen during down-time between films.
Assign jobs for each of your volunteers (e.g. usher, survey distributor/collector, panel moderator, audio/video person, food coordinator, etc.) and communicate with them often to make sure they’re ready to go on the day of the event. Keep a list of jobs on a shared Google document so that they can check their job and what time they need to be there. We also suggest that each volunteer introduces one film, this makes them feel more involved in the event. For example, they can say their name and what they study (if they’re a student), and a few sentences about the film. This short time (~45-75 seconds) entertains the audience while the A/V person gets the next film ready. 
	Have your volunteers distribute flyers around town. 	
Send an email announcement to local listservs (e.g. affiliated with the nearest university) and get the word out in the local public school system.
	Call the local newspaper and offer to do an interview to increase exposure of the event.
If you were able to get a food donation, check in with the vendor and arrange logistics for delivery or pickup on the day of the event.

On the days before and day of the event:
	Review the tasks of your volunteer team.
	Bring the films to the theater & deliver to the A/V person.
	Print out enough copies of the survey to cover your anticipated audience, and bring pens and pencils.
	Print out the one-page information sheet about Beneath the WavesTM.
Make sure that you have seats and microphones for the panelists, greet the panelists when they arrive and explain where they need to be and when.
Make sure that one of your volunteers is in charge of taking photos. Please try to take a photo of the poster/sign (with Beneath the WavesTM logo) in front of or inside the venue. Take photos as people arrive, while they’re watching films, and during the discussion.
Collect the surveys at the end of the night as people are leaving. 

Within two weeks after the event:
Send the scanned surveys (or hard-copies) to the Beneath the WavesTM team: 					Erica Staaterman, 150 SE 25th Rd Apt 3J, Miami FL 33129
	Send a zipped folder of photos or upload to Dropbox.
	Fill out the festival feedback form and send to the Beneath the WavesTM team.
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