2021		DACN Events Guidelines

Hosting an Event:

Inform the DACN Chair, Comms Director, Caucus Liaison, and/or another Board member of your intent to host an event. If you are serving on the DACN Board and also looking to host an event, please confirm event requests and content with the Chair. Please include the dates and times, to ensure there is not a scheduling conflict. 

Fill out an Events Form. (See page 3)
Work in coordination to have the Events Form approved by the DACN Chair, Comms Director, Caucus Liaison, and/or another Board member. 
Note that some edits may occur, and it is hoped that an environment of mutual respect is observed during this process. 

Fill out a Design Form. (See page 4)
Any and all flyers or content related to the event must be pre-approved by a DACN Board member, preferably the Chair, or Comms Director. 
We are happy to create flyers, as well as to incorporate DA logos on materials! 
Please be sure to give advanced notice of requests, so adequate time can go into producing an event flyer that is not only visually pleasing to draw in participants, but is also accurate. 
At this time, DACN primarily uses Canva for visuals. 

All on-site event locations must be pre-approved by the local vendor, ideally before an event form is submitted.

The DACN Zoom account is available for online events. Please make a request well in advance, ideally when an event form is submitted.

Any financial requests must be pre-approved by the Treasurer, Chair and/or DACN Board, ideally when an event form is submitted. Financial requests may not be approved for non-GOTV and voter registration events and will be considered on a case-by-case basis. 

After approval, events will be posted! 
DACN first posts events on the website, prior to distributing on social media. www.democratsabroad.org/cn_events is where all DACN events (or cross-posted) DA events can be found. 







Event Guide: 

10+ minutes prior to an event, organizers should arrive for set up (online or offline).

At the beginning of an event, organizer should give a quick introduction of Democrats Abroad China (ppt available).

During the event, attempt to take photos. 
At some point, try to take a group picture with everyone in attendance. 
If in person, holding up DA materials would be fantastic! 
Submit all photos to the Caucus Liaison, Chair, or Comms Director within 2 days of the event. E-mails are preferred to WeChat messages. Submit photos to info-china@democratsabroad.org. If a problem submitting photos is experienced, contact the Cacucus Liaison, or a Board member.
Best practices for photos: take more than one photo, to ensure that all participants are in the photo and the image is clear. Perhaps try taking both vertical and horizontal photo. Selfie sticks work well for larger group photos! 
If your meeting is online, make an announcement to all call participants prior to taking a screenshot. Be sure to take more than one, in the case someone has closed their eyes, as well as to ensure all participants are conducting themselves professionally. 

If an online event is recorded, please state aloud when you will start and stop the recording. This ensures the ten or fifteen minutes of initial setup/breakdown of an online event is not recorded. Please send all recorded meeting files to info-china@democratsabroad.org. From there, the recording can be posted by a member of the Board.

At the end of the event, be sure to express gratitude by thanking everyone for coming. Additionally, remind participants to follow us on the web, via social media, and to work within our Google Groups. Calls to donate to DACN should be made at this time. 

Send photos and event summary write up (around one paragraph) to info-china@democratsabroad.org. Try to submit the summary within two days of an event, so the details are fresh in your mind. 

All event participants must conduct themselves in a manner consistent with the rules set forth by DA and DACN. If a problem occurs, immediately inform the Chair, or another Board member. It is the goal of DACN that all events contribute to furthering the missions of DA, whilst providing a safe space for all participants. 





Events Form:Event Form
Name of Event

Caucus
All events should be either:
- Election-related (USA or DA)
- Led by a specific Caucus (or co-led by Caucuses)
Date & Time
MM/DD – XX:XX to XX:XX
Fees or Deals?
Please enter any entrance admission fees required or drink/food deals on offer
Location Address
China-based address, only English needed
Livestream/Webex links
Event Copy
What are we doing? 
Get together? Movie Screening? Phonebanking? Mailing?

Why?
Current events hook? Everyone needs to know something? Just for funsies?
Materials Requests
Do you need a banner? Postcards? Flyers?
Main Point Person
Name/WeChat ID (won’t be published)
The person who Elaine will be bothering for photos & recaps after the event
Design Form
What is it:
Basic Title
Where do you want it to appear?
Facebook, Instagram, Twitter, WeChat
In real life as a poster
When do you want it to appear?
DATE or DATE RANGE
Who is the intended audience?
People who are already part of DA?
People who have never heard of DA?
Millennials? Gen Z? More mature folks?
What copy do you want on it:
Is it instructional?
What are we doing? 
Get together? Movie Screening? Phonebanking? Mailing?
Is it instructional?

What is the CALL TO ACTION
Sign up? Just be in the know? Go and register?
Who is the author?
DA Global? DA China? Voter Protection Team?
Main Point Person
Name/WeChat ID (won’t be published)
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