


FACEBOOK EVENT PLANNING TOOL


Event Purpose:_______________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________

Event Name Ideas (make it unique):______________________________________________ 
___________________________________________________________________________
___________________________________________________________________________    

Date: ___________ 

Start Time:_____________  End Time: _____________  Duration: _____________ 

Location: _____________________________________ 

Public: ______    Private Invitation Only: ______

Co-Host(s): _________________________________________________________________ 

Clear & Thorough Description of Event (include keywords):____________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Event Photo Ideas:____________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

Keywords to use for tags & SEO:_________________________________________________ 
___________________________________________________________________________

BEFORE RSVPs START OR TICKETS GO ON SALE
(to help build excitement)


Other Internal Promotions to Create:______________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Posts & Photos to Share:_______________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Ads to Create:_______________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Emails to Create:_____________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Other Social Media Promo Material to Create: ______________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
WHEN RSVPs START OR TICKETS GO ON SALE
(to get them to sign up)


Ways to Create a Sense of Urgency:______________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

New Ads/Promos to Launch:____________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

How can others help promote the event?:__________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

What can you give them to help them promote it?:___________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Other ways to promote (sneak peek video, live Q & A about the event, etc.)?: _____________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

DURING THE LIVE EVENT

Write your introduction (include purpose of the event, a little about you and why you are doing the event, what they will learn, etc.):_______________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Ways you will engage your audience:_____________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Questions to ask your audience:_________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Offer you are going to make: ____________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Other important notes you want to remember:_______________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
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[Your organization’s name] Facebook Event Planner
