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Timeline/Checklist

_________ Eight to Twelve Weeks Prior to Rose Reception

· Arrange face to face meeting with key individuals (hospital contact person, donor council, OPO)

· Form a planning committee and designate one person as the project lead

· Secure date, time, and location
· Recommended time is early evening between 4:30-6pm

· Email ccourtney@onelegacy.org with the  event date, location, collaborative partners and honorees  so the Donate Life Float Committee can announce your event to our Donate Life community nationwide
· Make sure location can accommodate parking for all guests

· Decide who will be paying for parking and how much it will cost 

· Obtain the list of honorees (organ and tissue donors or recipients and living donors) If your ceremony is scheduled for December, we STRONGLY recommend inviting families from June 1 of last year to May 31 of this year.  It is not recommended that you invite donor families to a public setting any sooner than six months after their loved one has died, as they may not be emotionally ready to participate.
· Pick an RSVP deadline 1-2 weeks prior to the rose reception

· Begin securing speakers (may  want to include the following)

· Master of Ceremonies - Designate an individual to be the MC and introduce the speakers

· OPO Aftercare Representative

· Chaplain 

· OPO CEO or Representative
· Hospital CEO or Representative
· Donate Life Ambassador Donor Family 

· Donate Life Ambassador Recipient
· Rose Parade Speaker

· Designate an individual to read the donors names

· Decide who the hospital would like to honor

· Organ Donor Families

· Organ and Tissue Donor Families

· Organ and Tissue Donor Families and Recipients

· Internal Hospital Staff touched by donation even if it occurred at another hospital

· All of the above 

OR

· Transplant Recipients and/or Living donors

NOTE: We strongly recommend against combining donor families and transplant recipients in one ceremony due to the complex and conflicting emotions experienced by each group.
_________ Six to Eight Weeks Prior to the Rose Reception
· Meet with caterer or make food arrangements

· Find out when the food company will need a final count

· Create and merge invitation and letter to invite families
· Invite Hospital employees to attend 
_________ Five to Six Weeks Prior to Rose Reception

· Continue to secure speakers 

· Create a checklist of  “to do” items for your event and decide who will do each (examples below)

· Podium

· Speaker and microphone

· Roses (silk or real) to place in the Family Circle replica vials

· Table next to podium for certificates/vials

· Table for registration/check-in

· Staffing at the event (OPO and Hospital staff)

· Decorations 

· Centerpieces

· Tissues for each table
· Fine tip permanent markers to write dedications
· Table clothes/utensils etc. (caterer may provide)

· Media advisory/press release and follow-up to local papers with story

· Other_____________________________________

_________ Four to Five Weeks Prior to Rose Reception

· Send out invites and letters to families (can be done earlier if ahead of schedule)

· Contact hospital media person to inform them about event and ask for their assistance in pitching the story
· Continue to schedule regular meetings with the planning committee
· Make sure you have placed your order through the Family Circle Program so that you will have received a box with the following for your ceremony in the mail:

· Vials and duplicate vials

· Certificate paper

· Tribute cards
_________ Two to Four Weeks Prior to Rose Reception

· Conduct follow up calls with families to confirm attendance (Make sure this person is equipped to assist grieving families.  We strongly recommend having a Chaplain or someone trained in grief be the RSVP contact and make all follow up calls)

· Continue working on checklist
_________ Last Two Weeks Prior to Event
· Give final count to caterer and confirm food

· Confirm speakers and time of arrival

· Review checklist and make sure that everyone assigned to a task has completed it

· Confirm that key people will be arriving early to help set-up the event

· Merge and print certificates to be presented to families

_________ Day of the Event
· Show up early to arrange/decorate the venue

· Decorations

· Fill vials with roses (live or silk)

· Lay out certificates

· Centerpieces

· Set-up pen table in back of room with fine point permanent markers and a basket for them to leave their duplicate vial

· Registration table (Transmitters, photo release forms if applicable, etc.)

· Water for speakers

· Put programs on the tables or place at entrance to be passed out as guests arrive

· Only if the hospital chooses to create a program

· Conduct a sound check

· Take a deep breath and enjoy the experience of giving back to the families that you serve.  You have done a remarkable and touching act for them that they will remember and cherish forever.  
