
Planning & Proposal Preparation Promotion Event Day Follow Up

EVENTS @ THE BROWNHOIST

8 WEEKS PRIOR 6 WEEKS PRIOR 1 MONTH PRIOR EVENT 1-2 DAYS AFTER

RECOMMENDED TIMELINE

Outline event
including: 

Who
What
When
Where
Why

Propose event to BH

Reserve space
Create assets**
Create events**
Request / schedule
resources needed

Post & promote
regularly
Share to BH**
Newsletter**
Comm. Calendars**
Run ads if applicable
Sell tickets if applicable

Arrive early for setup
Go over event with any
involved staff
Capture content**
Clean up after event

Recap event on social
Analyze attendance/sales

**The Brownhoist may be able to assist with these tasks IF REQUESTED WITHIN THE TIMELINE. Assistance is not guaranteed.


