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7.4 DEMENTIA FRIENDLY EVENT PLANNING CHECKLIST. 

Use this checklist throughout the event planning process to identify tasks, assign responsibilities, track progress, and ensure important planning steps are 

completed. Communities may adapt the checklist to fit local needs, available resources, and event size. 

This tool supports Components 3, 4, 5, and 6 of the Healthy Brain Community Toolkit by helping communities implement brain health education, dementia 

awareness, caregiver support, and community engagement activities. 

BEFORE THE EVENT 

☐ Define event purpose and audience 

☐ Select date, time, and location 

☐ Secure speakers or facilitators  

☐ Promote event 

DAY OF EVENT 

☐ Set up space and materials 

☐ Manage registration or sign-in 

☐ Deliver program 

AFTER THE EVENT 

☐ Collect feedback 

☐ Share resources 

☐ Document participation 
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EVENT DETAILS 

Event Name Date Location 

   

PLANNING CHECKLIST (HBI: EDUCATE AND INFORM THE PUBLIC)  

Task Completed 

(Y/N) 

Notes 

   

   

   

   

   

   

 


