
Step 1 – Concept/Budget
· Define the event subject, target audience
· Issues in the news recently or of immediate local concern tend to generate the largest audiences.
· Define event format/agenda
· Usually intro-film-speaker(s)-Q & A, but whatever works.

· Explore ideas for a featured speaker(s) or panelists
· Establish budget
· See how much money there is to spend on the event – remember to factor in advertising (including printing), film rental/licensing, venue/equipment rental.  If there is available funding, then you can factor in additional expenses like food/beverage, honoraria for speakers, etc.
Step 2 – Selecting the Film

· Preview the film(s) of interest to see if it is suitable

· Distributors/producers are usually happy to send screener copies of films for previews free of charge.

· Select film

· Check with distributor/producer on licensing fee for public screening of the film
· If the event is FREE and OPEN TO THE PUBLIC, there is usually a one-time screening fee (depending on the film, $50-$200).  If you would like to show the film multiple times, you can usually purchase a public license copy, but that can be very expensive.
· If your budget is very tight, you could appeal to the distributor/producer to waive the licensing fee as an in-kind donation to your organization.  No guarantees, but worth a try.  Explain that your screening is designed to promote education and awareness of an important human rights issue(s).  Begging and pleading helps too.
· If you are charging ADMISSION, you may need to work out a contract with the distributor/producer to pay them a certain percentage of the admission fee.
Step 4 – Venue/Date/Time
· When selecting a venue, make sure that it is big enough to accommodate the number of people you plan on bringing in without creating a fire hazard.
· Make sure to reserve the venue for a large enough of block of time, which should include enough time for setup, speaker(s)/panelists, Q & A, and cleanup.  Oh, and the film.  That’s kind of important.

· Verify that the venue or organizer(s) has correct equipment for a film screening – projector, DVD or other media player, computer (if needed), microphone(s), and sound system.
· If you plan to offer food/beverages, clear this with the venue first and make plans for proper disposal/cleanup.

· Date and Time are self-explanatory.
Step 5 – Invite Speaker(s)/Panelists
· Research speaker(s)/panelists with expertise relevant to issue(s) covered in the film.
· Can be academics, activists, journalists, lawyers, policymakers, community members with personal experiences relevant to the issue, or other. 

· To cut down on costs, look for locally-based speakers
· If there are funds available, you can invite speakers from out of town, but be aware that they will likely expect the inviting organization to pay their travel and lodging expenses.
· Humphrey Fellows and Upper Midwest Human Rights Fellows supported by the Human Rights Center can be called upon to serve as speakers.  See http://www.umn.edu/humanrts/center/humphrey or www.humanrightsfellowship.org for more details.
· If you have the budget for it, you may wish to offer your speaker(s) an honorarium.
Step 6 – Advertising
· Design, print, and distribute a flyer for posting in conspicuous places where people who would be interested in the event might see it. 
· If posting in a business or on a monitored notice board, be sure to ask for permission from the relevant authorities.  Ask nicely.
· Send hard copy flyers to partner organizations for posting and/or distribution.
· Send an electronic announcement to email distribution lists, listservs, and partner organizations.  You can also attach PDF versions of your flyers.  Ask that recipients to “distribute widely”/“inform anyone who may be interested.”  Ask nicely.
· Depending on how large a crowd you expect to attract, you may wish to send a press release to local media outlets.

Other Things to Keep in Mind
· Appoint a moderator(s) to introduce the event, organization, topic/film, and speaker(s).
· Moderator should also keep time limits for speaker(s) and audience comments/questions to ensure that many voices are heard and to keep the discussion moving.  The moderator may wish to point out that there are no soap boxes in the room…unless there are.  Then you’ll have to find a different expression.
· When the film addresses especially controversial issues, moderator should establish ground rules for respectful and thoughtful discussion.

· It is a good idea to test the equipment before the event starts just to be sure that everything is working properly.

· It is also a good idea to put out an email signup list so that attendees can sign up to receive future events announcements from your organization.  Do not sell the emails to spammers.  That’s not nice.
· Not all events will be successful – keep at it, they’ll pick up.

· Take note of developments specific to your context – they will help you better meet the needs of your community.
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