
Organisation

•Obtaining the budget
•Defining the scope
•Building the team
•Identifying the speakers

Planning

•Building the schedule
•Creating the marketing  

and communications 
plan

•Defining the feedback 
requirements

•Building the workshop 
slide deck

Logistics

•Tips on running a 
MMfCC  event

•Reminders
•Big-up notes and MC 

script
•Managing  feedback
•Following up

Organisation

•Template - budgeting
•Sample - speaker briefing notes

Planning

•Sample - advertising flyer
•Sample -marketing /comms plan
•Template - workshop slide deck
•Sample  - press release
•Sample - feedback form

Logistics

•Checklist - for organiser
•Template - delegate worksheet
•Sample - MC script
•Sample - team email reminder
•Template - newsletter

How to Use this Toolkit

 
Contents 
The toolkit contains a series of documents, templates, checklists and samples. 

You can use whichever you think will be useful to you. 

The materials are organised into the following categories: organisation, planning and 
logistics.  Organisation tasks should come first, then planning then logistics, though it is 
recommended that you read through all materials at the start to get a feel for what you 
might want to re-use and what is likely to be new for your county.   
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Templates, checklists and examples 

Audience
This toolkit has been developed to enable business groups, local councils or 
organisers to replicate the successful Oxfordshire roadshow “Make Money from 
Climate Change”.  
This series of event engaged 300 SME business owners from across Oxfordshire on the 
topic of climate change during 2008 and 2009.  The aim was to inspire the owners to 
adapt their business economically by providing new products and services which will 
help their customer either mitigate or adapt to climate change.  
The results and feedback from this key group of business owners was very positive, 
leading to the production of this kit in February 2010 for Climate South East.

Sue Priest, Ems2
Organiser of Oxfordshire Roadshow


