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Step 1 – Prepare with Purpose
Intentional planning creates meaningful experiences.

1. DEFINE THE PURPOSE
Guests will leave this event feeling:
	

	


Because we intentionally designed it to:
	

	


This event is primarily designed to:
☐ Increase community visibility
☐ Engage membership prospects
☐ Re-energize current members
☐ Strengthen partnerships
☐ Serve a specific community need
☐ Other
2. IDENTIFY YOUR TARGET GUEST
Life stage or demographic:
	

	


Professions / interests:
	

	


Connection to Rotary (if any):
	

	


Why would this event appeal to them?
	

	


3. DEFINE ONE CLEAR NEXT STEP
At the end of this event, guests will be invited to:
☐ Club meeting
☐ Upcoming service project
☐ Informational gathering
☐ Social event
☐ Coffee with a Rotarian
☐ Other
Date of next invitation:
	

	


Who will personally extend this invitation?
	

	


4. ASSIGN INTENTIONAL ROLES
Greeter:
	

	


Storyteller (30-second Rotary story):
	

	


Guest Advocate:
	

	


Data Capture Lead:
	

	


Photographer / Content Lead:
	

	


Follow-Up Coordinator:
	

	


5. DESIGN THE EXPERIENCE
How will guests participate (not just observe)?
	

	


How will you simplify Rotary language and avoid insider terms?
	

	


How will you ensure no guest stands alone?
	

	


How long will formal Rotary remarks last? (Keep under 10 minutes)
	

	


6. PLAN YOUR INVITATION STRATEGY
☐ Each member invites one person (1+1 Challenge)
☐ Direct text/email invitations
☐ Partner organization outreach
☐ Social media
☐ EPIC Day website listing
☐ Local media
☐ Other
Who is responsible for promotion?
	

	


7. DATA & FOLLOW-THROUGH PLAN
☐ Sign-in sheet printed
☐ QR code tested
☐ Membership Lead Tracker prepared
☐ Assigned Rotarian for each guest
☐ 48-hour follow-up message drafted
☐ 6-week pathway scheduled
Follow-up lead:
	

	


FINAL READINESS CHECK
☐ Purpose defined
☐ Target guest identified
☐ Roles assigned
☐ Next step clarified
☐ Follow-through plan in place
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