








Women’s Council of Greater Baton Rouge — 9" Annual Women! A Week-Long Celebration

GUIDELINES & INSTRUCTIONS
Activity Admission Costs

Activities are opportunities to showcase your organization or business while giving a gift to the women of the Baton Rouge
Community. Admission cost(s) to your event will be free, unless pre-approved by the Activities Committee. If you are
going to incur costs, please submit your request to charge an admission fee and a brief explanation of why you should be
allowed to do so to the Activities Committee for approval by e-mail to Diane Broussard, dianekenny@cox.net.

Activity Ambassador

A Women’s Council Ambassador will be present at your activity to represent the Women’s Council, welcome your
attendees, give them some brief information about the Women’s Council and Women’s Week, introduce your speaker,
and collect comment cards and surveys at the end of your activity.

Women’s Week Logo

The Women’s Week Celebration (WWC) logo must be used in Activity publications and advertisements. Download this
logo at http://www.wcgbr.com/news/WomensWeek.zip.

Activity Flyers
Publicize liberally with flyers among your own members/customers/clients. They will provide the core of your attendance
The Women’s Week Celebration (WWC) logo (see above) must be on all your promotional materials — electronic and flyers.

Please submit your activity flyer in PDF or Word format for review prior to distributing to Diane Broussard,
dianekenny@cox.net

Activity Categories

Activities must be registered under pre-determined categories: (Career Development, Cultural Events and Lectures,
Family, Food, Hobbies, Living Well, Looking Good, Medical Information, Open House, Personal Growth, Professional
Information, Recreation and Status of Women). Choices on website Registration Form are available from a drop-down box.

Luncheon Activity Fair

At the Women’s Week Kick-off Luncheon we provide tables to our Activity Sponsors who are interested in promoting
their activities, organizations and/or services. Space is provided on a first-come basis only. For more information
or to sign up, contact Libby Quintana at (225)287-9997 or email her at libby.quintana@yahoo.com

New Activity Sponsors

If you are a new activity sponsor, Lois Folse is available to assist you through the registration process. Contact her at
(225) 938-7944 or email her at Icfolse@cox.net.

Additional Tips

- Create a title and description for your activities that is both catchy and clear

«  Carefully select your topic

- Select a time to meet the needs of your audience. Check the website activity calendar:
www.wcgbr.com/womensweek/activity _cal.asp?GW=1 to see which previously scheduled activities
are listed at the time you want before scheduling your event

- We encourage you to serve food or refreshments to create a more sociable atmosphere. Food availability at your
activity will be noted in the Activity Booklet

«  When arranging for seating and setups, plan for extra attendance
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