
How to Plan a Statewide Event
By Ahaolelo 2020 Planning Committee members:

Marisa Fillazar & Sarah Sakakihara 

Do you have a committee of peers who would like to put together a statewide 
event but do not know where to start? Look no further! With our time on the 
Ahaolelo Planning Committee, we have picked up a few tips and tricks for 
YOU to use as a guide so that your event can be the best it can be.

Why:
What is the purpose of your event? 
Knowing why you are putting on your 
event will help you decide on a theme 
or goal and possibly help create a 
schedule. The 2020 Ahaolelo theme 
wwas "Beyond this Moment," We chose 
presenters who could teach us skills 
that we could use beyond the event 
and 4-H.
Who:
As a committee, nd out who you need
to make the event possible. Ask 
questions like "what age range are 
we catering to?" or "who can teach 
this?" The 2020 Ahaolelo,  was made 
ffor Hawaii 4-Her's from 8th-12th grade.

Planning Preparation:
The rst step to creating a successful event is to make sure you know your planning 
committee well. Schedule regular meetings to get to know one another as well as plan 
your event. This will help ensure that everyone knows each other's strengths and 

weaknesses. These earlier meetings will also help you gure out the 
"Who, What, When, Where, Why, and How" of your event.

What:
What will happen at this event? What 
kind of games and activities will you 
plan? Knowing why you are planning 
the event will help you gure out what 
you need to do to succeed!

When:
Setting a date for your event is essential. 
Dates and times help to solidify the event 
to keep yourself accountable with 
deadlines and to give your participants 
time to plan to attend. When do you want 
yyour participants registered? When will 
your event take place? While securing a
date(s), start drafting a rough schedule of 
what you wish to happen during the event.
Where:
Since you are planning a statewide event, a
 place to hold your events and participants
 is essential! Keep in mind transportation to 
and from your event and location of lodging.
How:
Finally, you need to gure out how to make 
ideas come true.  How will everything 
come together to create a fun and 
educational experience for 
everyone? How will you manage 
yyour expenses? You must keep 
your budget in mind. 



Finalizing:
As you get closer to your event, these are some things to keep in mind.
- Stay updated with presenters. Ask if they need any special accommodations for 
their activity and give them a schedule of how the day(s) will pan out.
- Remember who you need to thank! Your event would not be possible without help. 
Be sure to thank your presenters, chaperones, hosts, and more! 
- - Create a timeline and mentally walk through each day of the event. Thinking about
 all the small details will help make your event run smoothly and help you catch 
anything you may have forgotten.
- Create a script for your event. You will need to address your participants and 
introduce your presenters. When advertising your event and its activities, make sure 
you create catchy blurbs that will be more inviting to participants.
- Creating a post-event survey to get feedback is valuable to know what worked 
wwell and how to improve for next time. Make sure to send it out immediately after 
your event so that activities are fresh in their mind!
Tips:
- Create a shared Google Drive to keep meeting notes and other important 
documents easily accessible by all committee members. 
- Designate a notetaker for each meeting and write down EVERYTHING, including 
ideas that have been veto-ed. You never know when you might need a backup plan!
- Take note of your technology and how it works. Check your tech the day before and
 a  a couple of hours before your event to minimize technical difficulties.
- Advertise your event! Use specic websites or create your social media accounts 
unique for your event. These accounts can also be used for updates as well as posting 
during your event.
- Make sure you give your participants a time to get to know one another outside of
 workshops and icebreakers. speed meetings, dances, or eating
 times. 
Gone virtual?
Here are some tips we have picked up after
 attending Idaho's online Student Teen
Association Convention (STAC).
- Share media content with all committee
 members as backup plans.
- - Don’t skip the ice breakers! Think of 
creative ways to keep participants engaged. 
Play games such as Pictionary and Kahoot!
- If using Zoom, breakout rooms are a way 
to keep workshops organized, assigning a 
chat room moderator and co-host to keep
 mics off are all ways to make everything
 run a bit mo run a bit more smoothly.
- Encourage participants to keep cameras 
on to make the event more personal. Use 
host/co-host abilities to monitor participants.
- Be exible! Technical difficulties are bound 
to happen. Remind participants to be patient 
and remain calm while working quickly to 
nd a solution. nd a solution. 

County Agent/Adult Supervisor:
Thank you for taking on this
 responsibility! As the adult supervisor,
 it is your job to guide the committee 
and ensure they stay on track.
 Remember that this is their event, and 
yyou are serving as a voice of reason for 
their ideas. They will often call upon 
you for your advice and 
connections within the 
community.
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