
 

 

 
National Adoption Day Planning Timeline for Success 

 
8-10 WEEKS PRIOR TO EVENT 
 
1. Set up a local coalition of partners to help plan your event, including representatives from the 

following key groups: 
¥ Your local court 
¥ The Department of ChildrenÕs Services (or whatever name is used for your local jurisdiction) 
¥ The Court Appointed Special Advocate Office (CASA) 
¥ Attorneys who will finalize the adoptions 
¥ ChildrenÕs rights group 
¥ Adoption agencies based in your city 
¥ Local adoptive parent groups 
¥ Local business leaders 
¥ Local religious leaders 
¥ Local elected officials and community leaders 

 
2. Schedule a regular meeting time and location for your coalition. 
 
3. Establish who will work on the following event ideas: 

¥ Site Logistics Ð site selection, set-up/clean-up, equipment rental, etc. 
¥ Speaker Selection Ð selection and coordination of event speakers 
¥ Family Selection Ð selection and coordination of family spokespeople 
¥ Evaluation Ð adoption numbers collection 
¥ Publicity Ð prepare media materials, conduct outreach to the press and track coverage 
¥ Community Outreach Ð contact businesses, faith based organizations and other community 

organizations about donations, funding and volunteer opportunities 
 
4. Brainstorm about what your event will look like: 

¥ On which courthouse will you focus attention? 
¥ Will you have a formal news conference? 
¥ Will you have a celebration party for families after their adoptions are finalized? 
¥ Will you have celebrations for other families in your community that have adopted? 
¥ Will you have information for individuals interested in adopting? 

 
5. Fill out the ÒParticipation FormÓ on www.nationaladoptionday.org to register your event if you have not 

already done so. 
 
6-7 WEEKS PRIOR TO EVENT 
 
1. Site Logistics  

¥ Choose an event venue. 
 
2. Publicity 

¥ Set event date, time and draft an event agenda (located in the online toolkit). 
¥ Develop news conference signage and banners (see toolkit for design ideas). 
 

3. Update the ÒParticipation FormÓ on www.nationaladoptionday.org with new event details. 



 
5 WEEKS PRIOR TO EVENT 
 
1. Site Logistics 

¥ Visit event venue to clarify site layout, date of event, time needed for set up and clean up. 
¥ Make arrangements for news conference audio-visual equipment including podium, microphone, 

banner holder, lighting and stage. 
 
2. Family/Speaker Selection 

¥ Send invitation letter (located in the online toolkit) to news conference speakers. 
¥ Start interviewing families for your news conference. 
 

3. Publicity 
¥ Begin drafting your media materials and finalize the drop-in article (located in the online toolkit) 

that can be sent to weekly publications. 
 

4. Community Outreach 
¥ Begin working with local businesses and organizations to donate funding for event, materials for 

goody bags, celebration party, etc. 
 
4 WEEKS PRIOR TO EVENT 
 
1. Site Logistics 

¥ Finalize event venue. 
¥ Finalize contracts for news conference audio-visual equipment. 

 
2. Speaker/Family Selection 

¥ Follow-up with invited speakers. 
¥ Continue interviewing families and invite one or two to speak at your event. 

 
3. Publicity 

¥ Compile descriptions of partners participating in event. 
¥ Finalize local fact sheet (located in the online toolkit). 
¥ Begin compiling your media list. 
¥ Send a drop-in article to weekly newspapers. 

 
4. Update the ÒParticipation FormÓ on www.nationaladoptionday.org with new event details. 
 
3 WEEKS PRIOR TO EVENT 
 
1. Site Logistics 

¥ Secure giveaways for your event. 
 
2. Speaker/Family Selection 

¥ Finalize families and speakers. 
 
3. Publicity 

¥ Begin drafting the news conference agenda, news advisory, and news release (located in the 
online toolkit). 

¥ Begin compiling bios for spokespeople and families. 
¥ Finalize the Q&A link for your spokespeople and begin compiling news conference talking points 

for speakers and families (located in the online toolkit). 
¥ Finalize PSA scripts, community calendars and Op-ed (located in the online toolkit). 
¥ Finalize your media list. 

 
 
 
 
 
 



 
2 WEEKS PRIOR TO EVENT 
 
1. Speaker/Family Selection 

¥ Finalize bios for spokespeople and families by getting their approval. 
 

2. Publicity 
¥ Send out Op-ed, letter to the editor, community calendar listings and PSA scripts to media 

contacts and make follow up calls. 
¥ Send packets of information materials to news conference spokespeople and families (e.g. talking 

points, Q&A, background information on coalition, copies of media materials, etc.). 
¥ Post flyers (located in the online toolkit) for event in community. 
 

3. Update the ÒParticipation FormÓ on www.nationaladoptionday.org with new event details. 
 

1 WEEK PRIOR TO EVENT 
 
1. Site Logistics 

¥ Walk-through visit to event venue and finalize last-minute logistics. 
¥ Double-check event equipment rental logistics and contracts. 

 
2. Publicity 

¥ Meet with all of your spokespeople and families to go over logistics and media training. 
¥ Finalize agenda, news advisory and news release. 
¥ Fax news advisory to the media and make follow-up calls, contact local Associated Press 

daybook editor (list of bureaus located in the online toolkit). 
¥ Meet with your publicity committee and collate press kits with agenda, news release, fact sheets 

and bios. 
¥ Buy film or disposable cameras to document your event. 

 
WEEK OF EVENT - 4 DAYS PRIOR 
 
1. Site Logistics 

¥ Schedule a final coalition meeting to run through last-minute details. 
 
2. Speaker/Family Selection 

¥ Call families and speakers to confirm their arrival time and location for your event. 
 
3. Publicity 

¥ Send news advisory to local media. ItÕs best to e-mail the news advisory in the body of an e-mail 
(do not attach). 

¥ Make follow-up calls to local media and schedule pre-event media interviews for spokespeople 
and families. If necessary, re-fax the advisory. 

 
DAY BEFORE EVENT 
 
1. Site Logistics 

¥ Call all vendors and arrange to meet at the site a couple of hours before the event is set up. 
 
2. Publicity 

¥ Place reminder calls to local media contacts. 
 
MORNING OF THE EVENT 
 
1. Site Logistics 

¥ Arrive at the event site a few hours early to meet the vendors and help set up. 
 
 
 
 



 
2. Speaker/Family Selection 

¥ Make sure there are volunteers who are assigned to meet your guest speakers at the event. 
 

3. Publicity 
¥ Check in with media contacts to confirm attendance. 
¥ Set up a press sign-in table where you can distribute your press kits. 
¥ Take pictures during your event. 
¥ Collect quotes from the event to include in the post-event news release. 

 
IMMEDIATELY FOLLOWING THE EVENT 
 
1. Publicity 

¥ Facilitate interviews for media with press conference spokespeople. 
¥ Establish a small committee to staff phones while the media event is taking place. 

 
2. Update the ÒParticipation FormÓ on www.nationaladoptionday.org and tell us how your event went! 
 
FOLLOWING THE EVENT 
 
1. Site Logistics 

¥ Make sure all rented event equipment has been returned. 
 

2. Publicity 
¥ Follow up with media who did not attend your event to schedule additional interviews. 
¥ Distribute post-event news release to media. Be sure to include quotes from families and/or 

volunteers involved. 
¥ Track media coverage and update media lists for future use. Ask your media or evaluation 

committee to tape stories and clip articles. Forward stories to www.nationaladoptionday.org. 
 
3. Evaluation 

¥ Evaluate your efforts: record the number of adoptions finalized and the number of people 
attending the events. 

 
4. Community Outreach 

¥ Send thank you letters (located in the online toolkit) to invited speakers, families and coalition 
members, businesses, organizations, and all others who helped make your event a success. 

 
5. Meet with coalition to celebrate a job well done and to brainstorm on future activities. 
 


