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PROCEDURE FOR SPECIAL EVENTS:

*Events requested by Lou Walker Senior Center clubs, classes or DeKalb for Seniors are sent directly to the Administrative Staff for approval.  When approved, the Administrative Staff notifies the club, classes or Dekalb for Seniors of a date, placing the requested event on the LWSC calendar.

*Special events from the Council of Excellence Special Events Committee are approved by the Council of Excellence Board and sent directly to the Administrative Office for inclusion on the calendar.  COE events are submitted by the Chairperson of Special Events on the COE Event Request Form along with a COE Event Project Plan form.
*A Project Leader and PR Liaison will be designated by the Chairperson of Special Events for each approved special event.  Those individuals will be indicated on the COE Event Project Plan form.
*The Project Leader will designate individuals to work on a committee for the event and submit those names to the Chairperson of Special Events.  
*Planning meetings will be conducted by the Project Leader with the committee members with routine feedback given to the Chairperson of Special Events.  The Chairperson will be available to provide any resources and assistance needed for the planned event.

*To avoid duplication of events, the Chairperson of Special Events will receive monthly calendars from the Administrative Staff regarding all approved events from clubs, classes or Dekalb for Seniors.  
*The Special Events Committee will solicit feedback from the membership after each event to ensure future events are enhanced and improved.  Continued feedback from the LWSC membership also verifies that future special events reflect the desires of center members.
