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Planning a Grand Opening,
Anniversary or
Special Event

Are you planning a grand opening and ribbon cutting ceremony for your new or expanded
business? Perhaps your firm is celebrating a significant anniversary and you want to
celebrate the occasion?

The Town of Hanna and the Chamber of Commerce are delighted to help your business
celebrate with a ceremony if the company has:

* Opened its doors in the last 6 months

» Changed ownership or is under new management

= Moved to a new location due to expansion

* Has been remodeled or expanded at its present location

» Is celebrating a milestone anniversary. (10 years, 25 years etc.)

Inside this guidebook are steps to planning a successful event. The steps range from
selecting the date to getting media coverage. Do not worry; we can help make your event
truly special.

Keep in mind there are many local companies who can assist with your printing needs, your
advertising needs and your catering needs. Call the Chamber of Commerce office for a
current listing of businesses that provide these services.

Date Selection

Before you make your decision consider the following:

v Allow plenty of preparation time. If possible, give yourself at least three to four weeks
to make arrangements.

v" Avoid holding your event on a major holiday. If you are trying to attract bankers or
government, take note of their holiday work hours.

v" Avoid conflict with major community events and activities. You may lose when
competing for attendance.

v Tuesdays, Wednesdays and Thursdays are the best attendance days for community
leaders and business people.

v Try to avoid weekends unless absolutely necessary.
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Choosing a Time

v' An important step in the planning process is to determine the type of special event you
will conduct. Morning functions, for example, will have an entirely different atmosphere
and style than an evening cocktail reception. Luncheon gatherings usually require food
and beverage.

Consider the following:

v" Few successful special events are early in the morning (7:00 a.m. to 7:30 a.m.).
Morning events should begin no earlier than 8:00 a.m. as a rule.

v' Avoid late evening functions. Few people will want to go home change clothes and go
out again.

v Half-day events, open hours or tours of your company are not necessary unless you
wish to promote your business (such as hotels or new housing developments). If you
select a half-day event, be sure to have a designated time for a ribbon cutting or other
special ceremony to focus your event.

Invitations

v" Who you invite to your event is as important as hosting the event. Here are some
people you may consider inviting:
= Current, past and potential customers
* Family and friends

= Suppliers
= Your employees and their spouses/guests
» Media

» Those who helped you get started: Banker, Accountant, Lawyer,
Architects/Engineers, all advisors

= Neighboring business people

» Representatives from the Hanna Chamber of Commerce

= Key government officials: Mayor, Town Council Members, Provincial and Federal
elected Officials.

*Note* It is important to have correct and current contact information. Even though the
contact information is found at the end of this guide, it would be prudent to confirm the
details. Know the proper person in the organization you should be sending information to.

v' Prepare a written letter or very basic invitation and be sure all critical information is
included: who, what, where, when and why.

v' Be sure you identify a method for confirming attendance. This may be a request to
confirm their attendance by phone This will allow you to plan for your food and beverage
requirements.

v' Allow plenty of notice. Two weeks is preferable, but 10 days to a week is ample for
most local participants.

v Depending on the size & type of event (personal invites or open house) a follow-up
phone call may be appropriate.
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v' It might be necessary to include a map for out of town attendees who require it. The
Town office can provide maps.

v" Predicting how many people will attend is tricky. You can estimate between 20-40
percent of those invited to attend. The percentage of friends and relatives will be much
higher than the percentage of courtesy invitations sent.

v' Always provide easy-to-find and accessible parking for your guests. Difficulty in
finding space to park discourages attendance.

Food and Beverage

v For morning events, coffee, juice, fruit and pastries are perfect.

v' During late afternoon or early evening events, light hors d’oeuvres or finger foods are
appropriate.

v' It is advisable to enlist the help of a caterer if you do not have time to provide your
own food and beverage. Caterers can offer good advice. A list of local caterers can be
found at the end of this guide. Please check with the Chamber of Commerce office or the
business directory on the Town of Hanna Website for the most current listing.

v If you decide to provide your own refreshments, remember to provide sufficient plates,
cups, napkins, trashcans and other supply items.

Program Planning

v Whether you are celebrating a groundbreaking, grand opening, or an anniversary, a brief
program adds focus to an event. It provides not only valuable recognition for you and
your key people but it makes the event more purposeful and permits you the opportunity
to explain more about your business.

v" The shorter the better. As a rule, no program or official ceremonies should last longer
than 15 minutes. The ideal program time is 10 minutes.

v An effective MC will keep the program moving smoothly and inject some humor when
needed. You can run the program if you wish, or ask an experienced friend or request
the assistance of the Chamber of Commerce.

v Limit the number of speakers and the length of their speeches.

v Although the temptation will be to acknowledge nearly everyone attending, introduce
only those who need to be introduced. Typically these include elected and civic
leaders and your closest associates.

v' Conclude your program with some appropriate ceremonial or symbolic activity to
commemorate the event; a ribbon cutting for a grand opening, shoveling the first load of
dirt for a groundbreaking, or cutting a cake for a 50" anniversary of your business. The
Town of Hanna can supply the oversized scissors and ribbon for the ribbon cutting.
These are nice ways to let guests know the formal program is over and they also create
great photo opportunities.
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Speakers in any formal program should include appropriate municipal government
representatives, a Chamber of Commerce spokesperson and you. Also include partners
or others you feel have played a key role in your business. Since speakers are important
to your program, place a reminder call to them the day before the event to confirm their
attendance. The Chamber of Commerce can help you with the appropriate order of
introduction and speaking of officials.

Be sure to send thank-you letters soon after your event to anyone who played a key
role in staging it, particularly those who took part in the program or ceremonies. A
thank-you in the paper may also be appropriate.

Be sure to check with Town of Hanna Bylaw Enforcement at 854-4433 if you plan to
hang banners, etc outdoors. You may need a “Special Use"” permit for extravagant
outdoor events.

Always try to have a back-up plan for a rainy day. This may involve moving indoors
at your place of business or to a nearby restaurant, hotel or meeting room.

You may want to consider having a door prize or drawing as part of your program.
Winning a sample of your product or even dinner at a nice restaurant can add to your
guests’ enjoyment and perhaps even build attendance.

Donating a financial gift to a local non-profit group, community group, school or any
other special group is a nice way to build rapport with the community. Many companies
include the presentation of the gift as part of your program.

Presentation of the Chamber Membership Certificate/Package can also be included
in the ceremony for a new member.

Media Coverage

v

v

Realistically, you should not expect extensive coverage, but inviting the media to
your special event is definitely worthwhile. Here are some suggestions of things you
can do to assist the media with covering your event.

Send your invitation to the news directors or editors at least a week prior to your
event. Include a personal letter explaining some details about your firm and why your
event is different or has some significance to the community. Be sure your invitation
includes the journalistic basics of who, what, where and why as this may form the basis
for the reporter assigned to covering the event.

A follow-up or reminder call the day before the event is a good idea.
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Contact Information:

Karin Miller Catering
Contact Name: Karin Miller
PO Box 1678

Hanna, AB TO0J 1PO
Phone: (403) 854-2156

Paulanna Baking
Box 482 Hanna, AB T0OJ 1PO
(403) 854-8732

Local Caterers

T.L.C. Catering

Contact Name: Trina Hernden
Box 1717 Hanna, AB T0J 1PO
Phone: (403) 854-5001

Fax: (403) 854-5008

Both Freson Bros. and Super A provide meat and fruit trays as well as baking:

Hanna Super A Foods
610 2" Ave. West
Hanna, AB TO0J 1PO
Phone: (403) 854-3711

Freson Bros.

602 2" Ave. West
Hanna, AB TOJ 1PO
(403) 854-3553

Government Officials

Municipal
Mayor Chris Warwick
Councillors:
Sandra Beaudoin

Gerald “Brass” Campion

Connie Deadlock

PO Box 430 302 2" Avenue West
Hanna, AB T0OJ 1P0O

Phone: (403) 854-4433

Fax: (403) 854-2772
admin@hanna.ca

Provincial

MLA Nate Horner

Box 1386

119 - 2nd Avenue West

Hanna, AB TOJ 1PO

Phone: (403) 854-4333

Fax: (403) 854-2812
drumbheller.stettler@assembly.ab.ca

Melanie Jensen
Kyle Olsen
Larry Stickel

Federal

MP Damien Kurek

101 - 5703 48 Avenue
Camrose, AB T4V 0J9
Phone: (888)975-8735
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Chamber of Commerce Executive

Chamber of Commerce Manager - Brandi Burt
Box 2248, Hanna, AB

(403) 854-4004

www.hannachamber.ca info@hannachamber.ca

President - Will Warwick
Vice President - Connie Deadlock
Secretary/Treasurer - Corinne Taylor

Board of Directors:
Don Boos

Dajana Gladdish
Gina Gross

Garry Moore

For a nominal fee the Chamber of Commerce can provide mailing labels, these labels
include the entire membership of the Hanna and District Chamber of Commerce and are
only available to members.

Media
Hanna Herald
PO Box 790 113 -1 Ave West
Hanna, AB T0J 1PO
Ph: (403) 854-3366 Fax: (403) 854-3256
Email: shauna.kittler@sunmedia.ca

The Coffee Break Attention : Karen Francis
Hanna, AB T0J 1PO

Ph: (403) 854-2052 Cell: (403) 854-0494
thecoffeebreak2009@gmail.com

East Central Alberta Review Attention: Joyce Webster
Box 70 4923 Victoria Avenue

Coronation AB TOC 1CO

Ph: (403) 578-4111 Fax: (403) 578-2088

Email: publisher@ecareview.com

910 CFCW Radio

Box 1480 515 Highway 10 East
Drumheller, AB T0J 0YO

Ph: (403) 823-3384 Fax: (403) 823-7241

Drum FM

105 South Railway Avenue
Drumheller, AB T0J 0YO
Ph: (403) 823-9936
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In Summary:

The Town of Hanna's role is to:

v" Provide and maintain bookings for the ‘big scissors’ and ribbon

v' Confirm attendance of Mayor or dignitary, if invited.

v Identify businesses who qualify for an event based on the number of years in business.
(Recognition in the form of a letter from the Mayor and/or Council, personal visit or
mention in the Hanna Herald for every 5 year milestone.)

The Chamber of Commerce role is to:

v' Ensure the Chamber of Commerce President or designate attends and do a welcoming
presentation if requested.

v" Present a Chamber of Commerce Package and/or certificate.

v' Offer additional assistance and referrals as requested by the business.

v Communicate the special events to the membership.

The Hanna Herald’s role is to:

v' Report on the event (time and space permitting) including a photo and short biography
of the business.

v' Assist in promoting that the service is available.

The Business Owner’s role is to:

v" Notify the Town Office and the Hanna Chamber of Commerce of the date, time and
location of the event.

v" Provide a brief bio of the business and its owners to assist the presenters with their
welcoming speeches as well as the media with its write up.

v' Book the scissors and ribbon from the Town Office.
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