BCFS Event and Project Planning Guide
BCFS 100 Events and Projects Planning Guide

Prepared by the BCFS Centenary Society

This guide has been compiled to assist volunteers in organizing local events and projects to celebrate the 100th Anniversary of the BC Forest Service (BCFS) in 2012.

Each community event or project requires its own local champion and host committee responsible for raising funds, organizing the event or project and overseeing specific activities. The table below outlines some options, considerations, materials and steps that can go into planning an event or project.

This guide can be modified as deemed appropriate to suit local interests and needs.  The BCFS Centenary Society encourages staff and retirees to use their imagination and innovation to come up with events or projects that are meaningful to them and their community.  The goal is to leave a lasting legacy that acknowledges the past 100 years of the BCFS.

The BCFS100 logo may be used on materials produced for events and projects endorsed by the Society.

To get your event or project endorsed as a “BCFS100 Centenary Project/Event”, and added to the BCFS100 calendar, please send your idea(s) to Jim Maxwell the BCFS100 Ministry representative at: jim.maxwell@gov.bc.ca with cc to Jacquie.Louis@gov.bc.ca .  Once endorsed, your event/project will be listed on the event database on the BC Forest Service Centenary Society website www.bcfs100.ca.

Include a brief description of the event or project, including date and location, and confirm the following information:

· a local centenary committee has been established, and volunteers are available to make it happen
· an event or project plan developed by the committee is in place.
· plan has support and endorsement from local senior MFLNRO manager.
· committee members are willing/able to raise or solicit funds to cover event or project costs


For further information, please visit http://www.bcfs100.ca  or contact:

Jim Maxwell
(250) 356-5079
jim.maxwell@gov.bc.ca


Table 1.  BCFS 100 Event and Project Checklist
	Component
	Actions
	Comments

	Leadership
Logistics
	· Local champion and host committee
· Date(s) (e.g. tie into existing local events or BC day, Ntl Forest Week)
· Venue
· Agenda
· Budget and revenue
	National Forest Week 
Sept 16-22, 2012

	Events
	· Outdoor Picnic or Pancake Breakfast
· Evening dinner
· Parades
· Smokey the Bear
· Demonstrations (e.g. fire suppression)
· Sporting event: golf, hockey, curling 
· Logger sports
· Golf tournament
· Ceremony
· Reunions
· Open Houses
· Interpretive Walks
	

	Projects
	· Tree Planting
· Artefacts display 
· Historical restoration of an artefact
· History paper on BCFS office/unit
· Community enhancement 
· Education outreach 
· Charitable fund raiser
· Community Artwork
	100 trees available for tree planting.  To order: contact Brian Barber (250) 356-0888 brian.barber@gov.bc.ca


	Speakers
	· Local heros/retirees
· District Manager
· Local politicians (municipal, provincial and federal)
· Scientists
· Industry leaders
	

	Invitations
	· Local politicians
· Media
· Schools
· First Nations band
· BCFS Staff and retirees
· Unions
· Licensees
· Service providers/local contractors
	Contact jim.maxwell@gov.bc.ca for draft invitation letter and a BCFS100 backgrounder for use when soliciting cash, material or in-kind donations.





	Promotions
	· Emails
· News release to local media
· Newspaper adds
· Radio ads
· Posters (for offices, community centre)
· Add to BCFS100 website calendar
	

	Decorations
	· poster or display
· balloons
· banner
· Stickers
· pins
· Ribbons
	


	Materials 
Hand-outs
	· BCFS100 Book
· Posters
· Balloons
· T-Shirts
· Give aways
	Book available spring 2012
Custom materials with BCFS 100 logo may be ordered from local suppliers.  Electronic copy of logo is available from BCFS100@gov.bc.ca 

	Event logistics
	· Food & drinks
· Cake with BCFS 100 logo
· BBQ, plates, utensils, napkins
· Music
· Tents
· Tables
· Smokey the bear
· Slide show/movies
	

	Potential Sponsors
	· Letter requesting sponsorship
· Local municipality, politicians
· Local business (food store, coffee shop)
· Community groups
· BCFS service providers/contractors
· Forest companies
· ENGOs
· Associations (e.g. recreation)
	Contact jim.maxwell@gov.bc.ca for draft sponsorship letter and a BCFS100 backgrounder for use when soliciting cash, material or in-kind donations.
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