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Project Overview:
	Context
	

	What are the key question(s) you’re trying to answer?


	

	What will you do with these answers?


	

	Proposed Project Structure
	

	Who will you invite?

Why?


	

	When?


	

	Where?


	

	Will you be running the game in conjunction with another event?
	

	Will you pay participants travel expenses? 


	

	Will you coordinate their travel?


	

	Do you need an event the evening before?


	

	Do you need to provide an incentive?


	

	Do you need to provide a gift? 

If yes, what?
	


Planning the Team
	Planner

Plans for the game – goals and process


	

	Organizer

Handles logistics


	

	Greeter 
Greets customers and manages event

Master of Ceremonies

	

	Facilitator
Runs the games.

	

	Helper
Go-fer for the team


	

	Observers
Observe customers

	

	Photographer
Takes lots of event photos
	


Game Planning Checklist:
· Venue secured.

· Appropriate food has been ordered.

· All equipment (A/V) is ready.

· We have practiced playing the game. 

· All speakers have rehearsed their presentations.

· The room is properly configured per the specific game requirements.

· The team has been briefed on their roles.

· All graphics and game-specific materials have been created. 

· All gifts and/or other materials have been delivered and are ready for distribution. 

· Event evaluation forms have been prepared. 

Plan for and play the game.





Select and prepare for the appropriate game.





What are your questions?


What will you do with the answers?








Take action.





Process / analyze the data.





Acquire the data.





What data is needed 


to answer these questions?
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