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	Checklist for GMW
To ensure that important things get done in time. Consider completing a checklist for each event you host.



	Topic
	Checklist item
	Status

	About GMW & 

the resources
	Save the Dates in your calendar! GMW2020 will take place 23-29 March 2020
	

	
	Download GMW Toolkit and other resources. Learn more at ‘Resources’ section on www.globalmoneyweek.org 
	

	
	Read previous GMW Reports and get inspired! Available at ‘Resources’ section on www.globalmoneyweek.org
	

	
	Check out what has happened in your country during earlier Global Money Weeks at ‘Countries’ section on www.globalmoneyweek.org 
	

	
	
	

	Planning
	Step 1: create a planning team 
	

	
	Establish roles within the planning team
	

	
	Create a planning sheet
	

	
	Make a checklist and timeline for your GMW
	

	
	Schedule regular meetings or calls for the planning team
	

	
	Research and brainstorm about ideas for activities and events 
	

	
	Think of competitions that you can hold during the Week, e.g. drawing, photo, essay, video or savings competitions for children and youth
	

	
	Check out GMW challenges that you might want to participate and share with others. 

Learn more at ‘Activities’ section on www.globalmoneyweek.org 
	

	
	Step 2: Choose an event you want to organize
	

	
	Determine how the structure of event can contribute to values of the Week and GMW Slogan ‘Learn.Save.Earn.’ 
	

	
	Compile an agenda including guest speakers, host, entertainment, etc.
	

	
	Step 3: Plan the event
	

	
	Choose date/s for your GMW
	

	
	Create Save the Date! 
	

	
	Create registration list
	

	
	Create invitation and send it out 
	

	
	
	

	Budget &

Fundraising
	Set a budget
	

	
	Create fundraising plan!
	

	
	Compile GMW Sponsorship Pack 
	

	
	Reach out to partners by sending proposals
	

	
	Partner with local financial institutions, businesses, schools, etc.
	

	
	
	

	Logistics 

	Choose and secure the venue 
	

	
	Secure catering (if applicable)
	

	
	Secure any transportation needed
	

	
	Secure equipment needed for the event
	

	
	Make sure you coordinate with the volunteers (if applicable)
	

	
	Request materials and equipment that may be loaned or donated
	

	
	Reach out to other organizations for collaborations
	

	
	Visit other organizations to see how you can work together
	

	
	
	

	   Promotion:

media/press &

Social Media


	Compile communications plan with key messages for media/press and social media
	

	
	Step 4: Promote the event
	

	
	Create all necessary promotional online and roll-up banners, posters, brochures, videos, short films, publications, photos, press releases, etc.

Please read the ‘GMW Branding and Style Guidelines’ before you use GMW logos. Learn more at ‘Resources’ section on www.globalmoneyweek.org
	

	
	Create a media list for contacts
	

	
	Contact press. Check out helpful materials at ‘Resources’ and ‘Media’ sections on www.globalmoneyweek.org  
	

	
	Prepare a media kit for journalists
	

	
	Secure media presence e.g. local TV and radio channels together with the journalists
	

	
	Keep track of the news published about your GMW. Do not forget to share the links to articles and videos with GMW Team at GMW_Secretariat@oecd.org 
	

	
	
	

	Host the event
	Hold meeting to finalize all logistics
	

	
	Confirm schedule for day and distribute schedules
	

	
	Make sure to print all the event specific materials e.g. agenda, banners, media kit, etc.
	

	
	Step 5: Host the event
	

	
	Brief the journalists, TV and radio teams
	

	
	Secure use of cameras and video cameras to document event
	

	
	Step 6: Share your experience
	

	
	Promote / share event photos on social media platforms
	

	
	
	

	Post-event
	Thank individuals and groups that helped make event possible 
	

	
	Send out feedback forms about your event to participants
	

	
	Write up summaries of your events, participated organizations, etc.
	

	
	Organize all the photo and video materials from the event
	

	
	
	

	Connect with the OECD/INFE

post-GMW
	We want to hear about your GMW and add the details to GMW website and GMW Report.
	

	
	NOTE! GMW Team’s email address is GMW_Secretariat@oecd.org 

	

	
	
	

	Thank you for participating in GMW!
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