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NATIONAL APPRENTICESHIP WEEK
Open House Checklist

To assist Apprenticeship stakeholders in their preparation to plan and host National Apprenticeship Week activities, we’ve developed a quick checklist timeline to help ensure your event is a success.  

FIVE WEEKS OUT
· Determine date and time of event
· Assign roles to event team and recruit volunteers (publicity, food, invitations, registration table, set up, etc.)
· Book room for event and coordinate A/V and staffing needs
· Create an agenda/schedule for the event
· Invite speakers/panel to participate
· Send personal invitations to key stakeholders (government officials, important customers, etc.)
· Develop general invitation list/registration list

FOUR WEEKS OUT
· Distribute invitation to attendees
· Develop agenda for event, including talking points and PowerPoint presentations, if needed
· Distribute news release to local media
· Post event to online community calendars
· Post about event on social media

THREE WEEKS OUT
· Plan food/beverage needs for event
· Develop agenda for event, including talking points and PowerPoint presentations, if needed
· Post about event on social media

TWO WEEKS OUT
· Send invitation reminder to attendees who have not responded
· Post about event on social media
· Finalize attendee list

ONE WEEK OUT
· Plan who will staff welcome/registration table
· Run through presentations/event agenda
· Plan/run through facility tour
· Post about event on social media
· Finalize food/beverage needs

THREE DAYS OUT
· Re-distribute news release to local media
· Confirm details and logistics with speakers, etc.
· Print and organize deliverables/handouts, name tags, program, etc.

DAY BEFORE
· Set up room
· Final run-throughs of presentations, etc.
· Post about event on social media

DAY OF EVENT
· Host event!

1-3 DAYS POST-EVENT
· Send thank you to attendees
· Follow up with any questions
· Post photos of event on social media
· Evaluate the event internally
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