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3.4 Community Presentation  
& Event Checklist 

Purpose: Help communities plan and deliver successful outreach events and presentations. 

Before the Event 

☐ Reserve location 

☐ Confirm presenters and partners 

☐ Prepare agenda and presentation materials 

☐ Promote the event 

☐ Prepare sign-in sheet and evaluation forms 

During the Event 

☐ Welcome participants 

☐ Provide resources and handouts 

☐ Collect attendance 

☐ Answer questions and encourage engagement 

After the Event 

☐ Collect evaluations 

☐ Send follow-up resources 

☐ Thank participants and partners 

☐ Document attendance and outcomes 

Recommendations for Success 
Keep events simple, leverage partners, and use participant feedback to improve future 

activities. 


