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Hosting a Screening: 
Timeline and Checklist

Get started

Set a goal for the event.  


Set a date and time for your screening. 

Find and book a venue for your screening.  


Test DVD player, projector, and audio equipment.


Find out if venue allows information tables and refreshments.


Invite guest speakers or co-hosts.


Build your guest list. 

Let The Water Front know your plans by email or post on our wiki.
Four weeks before screening


Invite your guests.  

Create a press release.  Include screening time, date, and location.


Check publication deadlines for media contacts.
Three weeks before screening


Call your guests. When you call, emphasize why this is important to you and why you want them to come. Build your RSVP list by asking, “Can I count on you to come?”

Contact the press and post flyers.  

Ten days before screening


Send a reminder email to your entire guest list.

Review the agenda for the party.

Prepare guest book, educational information, and refreshments.

Day of the screening


Arrive on-site early to re-test the DVD, projector and audio. 

Set out the materials and the sign-in sheets, with a few pens.

Welcome your guests!
Screening Follow Up

Thank your guests for coming with an email, hand-written note, or phone call.
 
Please tell us how your party went by posting the number people, your follow up 

plans, and upcoming activities on the wiki, or by emailing elizabeth.miller@sympatico.ca

For more information about The Water Front, see www.waterfrontmovie.com
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