Organizing and Hosting An All Candidates Meeting
Sample Workplan

	Task
	Details
	Who
	By When

	Planning the All Candidates Meeting

	Form a Work Group
	-Small number to start, can build if desired, but smaller number is easier to work with
-Key roles:  coordinator(s), recorder, communication coordinator, candidate coordinator

	Person with the idea
	Several months before election

	Create a Workplan
	-Group brainstorms key steps or uses Guide to identify steps
-Note known details
-Identify person responsible
-Set deadline for task completion
-Update workplan as planning progresses-
	Work Group
	1-2nd week

	Set Date and Location
	-Each depends on other; choose times that work around key organizers
-Book well in advance to get best location
-Choose location in voters’  immediate area 
-Choose venue that is accessible (walking, biking, bus, parking, wheelchair accessible, etc.)
	Work Group Member
	ASAP

	Recruit Volunteers
	Prior to Event:
-logistics coordinator
-moderator
-technical support
For event:
-timekeeper
-question collator
-question collector
-greeters
-set up/clean up
	Work Group

	2-3 months prior to event


1 month prior to event

	Connect with Community
	-Send out “hold-the-date” message ASAP to community and candidates
-Solicit questions about key issues
-Collate, debate, and refine questions
-Send 3-4 questions to candidates before event
-Save 3-4 questions for event
	Work Group
	ASAP

2-3 months prior to event


	Task
	Details
	Who
	By When

	Planning the All Candidates Meeting cont’d

	Connect with Candidates
	-Ideally as they announce their candidacy
-Complete Declaration of Sponsor for All Candidates Debate
-Send invite early; send reminders if needed; include date, time, location, why participate
-Send detailed follow up note with date, time, location, meeting format, expectations, etc.
	Candidate
Coordinator
	ASAP




1 week prior


	Collect Resources Needed
	-Brainstorm a list of resources needed, depending on how you plan to run your meeting and who you think will attend
-Which resources can you get donated? Can you find businesses or groups that will sponsor you?  Do you need to fundraise?
-Some items you may need include:
-services: translation, childcare printing?
-AV/Sound equipment
-tables, chairs, flip chart stand, paper, markers
-informational material (from candidates and others)
-signage, name tags, paper, pencils
-stopwatch, timer
-refreshments (coffee, tea, water jugs, cups, fruit, other?)
	Work Group



Fundraiser?
Logistics Coordinator

	ASAP




ASAP
1 months prior




I week prior
1-2 days prior

	Promotion
	-create posters/flyers, hard/digital forms
-Arrange for printing
-create hard copy/digital mailing lists
-send to community groups, libraries, schools, etc. via email, partner organizations, social media
-post in voting area libraries, stores, parks, trails, partners’ lobbies, etc.
-send to local radio, newspapers, etc.
-send press release and request interviews with local news outlets
	Communications
Coordinator
	ASAP


1 month prior and weeks leading to event

3 weeks
prior





	Task
	Details
	Who
	By When

	
	
	
	

	Develop Meeting Format
	-Decide on formal or informal meeting
-formal – more structured, easier to manage
-informal – more participatory but risk of long-winded candidates and dominant speakers
-number of candidates determines timing for each one
	Work Group
	2 months prior

	Hosting the All Candidates Meeting

	Task
	Details
	Who
	By When

	Prior to Event
	-call location to confirm all resources supplied by them are in place
-send email to confirm volunteers
-confirm all resources are in place
	Logistics Coordinator
	1 week prior

	Set Up
	-tables, chairs
-event signage on entry door and directional signage in hallways
-AV/sound equipment, mics
-sign-in table, table for timekeeper (stopwatch and bell) and question collator (basket for questions)
-tables for candidates displays literature
-candidates table with mics, jugs of water and glasses, pens/pads, signage
	
	1 hour before event

	Greet Candidates
	-greet candidates when they arrive
-show them the table reserved for each of their displays/literature
-show them where they are seated at the candidates table; point out water, mics, pens and note pads
-answer any questions
	Candidate Coordinator
	At event

	Greet Participants
	-greet participants as they arrive, direct them to sign-in table
-at sign-in table, ask people to record their name and email for future messaging, group they represent
-provide pencil and small pieces of paper to record questions
	Greeters
	At event

	Welcome/Introductions
	-welcome participants and candidates
-review logistics (e.g., bathrooms, refreshments, safety procedures)format, expectations and consequences for conduct
-request donations for expenses, if desired
	MC
	At event

	Land Acknowledgement
	-see Guide for sample or use your own
-make sure you know whose lands on which you are located and pronounce the names correctly
	MC
	At event

	Brief Intro to Municipal Government
	-what local government does
-positions being elected
-why it’s important to know your candidates and make an informed choice
	MC
	At event

	Candidate Introductions
	-candidates introduce themselves and their platforms
	MC
	At event

	Prepared Questions
	-use prepared questions
-rotate order of responses
	MC
	At event

	Questions from the Floor
	-collect written questions throughout

-collator condenses and refines

-if time, candidates respond to questions 
read by MC
	Question collector
Question Collator
MC
	At event

	Concluding Remarks
	-each candidate shares final remarks
	MC
	At event

	Closure
	-thank candidates, audience, volunteers, and any sponsors
-summary comments about success of event
-invite everyone to mix and mingle for 30 minutes
-ask for help with clean up, as able
-remind everyone to get out and vote
	MC
	At event

	Mix and Mingle
	-participants stay to ask candidates questions
-volunteers start cleaning up, as appropriate
	Volunteers
	At event

	Clean up
	-put away AV/Sound equipment and return
-put away tables and chairs, as necessary
-take down signage
-clean up refreshments, give away what’s left
-leave space as you found it
-return everything used and/or borrowed
	All
	After event

	Follow up
	-send thank you messages to everyone:  candidates, volunteers, media, any sponsors
-send evaluations to candidates and sponsors:  what worked, what didn’t, ideas for next time
	Work Group
	Within a week after

	Debrief and Celebrate
	-organize a celebration and debriefing with key organizers and volunteers
-review evaluations and discuss:  make recommendations for next time

	Work Group
	Within 2-3 weeks after



