Steps to a Successful Grand Opening or Milestone Event
Congratulations! Opening a business or making it to a major milestone is no small feat; of course
you should mark the special occasion. Hosting an event is a wonderful way to celebrate all your
hard work and effort, meet members of the community, and create awareness for your business.
Here are a few steps to help you plan your successful event.

Planning
Step One: Date Selection
-

Allow plenty of preparation time. Give yourself three to four weeks of lead time if possible
Tuesday, Wednesday or Thursday is best. Try to avoid the weekends and major holidays
Ensure your business is ready to officially open - last minute delays can ruin a great plan

Step Two: Choosing a Time
-

Determine the type of grand opening you want to host; breakfast, lunch, or early evening
Late afternoon or early evening events are most popular (between 4:30 to 6:00 p.m.).
Guests can stop by on their way home from work. Morning events should start after 8 a.m.
For media coverage, consider their deadlines before selecting a time

Step Three: Creating an Invitation List
-

-

Consider inviting current and potential customers, family and friends, suppliers,
employees, media, those who helped you get your business started (banker, accountant,
architects/engineers, builders, contractors, all other advisers), neighbouring businesses in
your area, key government officials (Mayor, City Council Members, Regional Council
Members), economic development staff, and your local chamber of commerce.
Prepare an invitation that includes who, what, where, when and why
Request a confirmation of attendance and be sure to include an RSVP date
Allow plenty of notice, two weeks is preferable. Government officials and media outlets
may need more time
If you’re looking to invite Wetaskiwin City Council and Administration to your event,
please contact Karin Boddy, Executive Assistant at Karin.boddy@wetaskiwin.ca or 780361-4409

Step Four: Program Plan
-

Whether you are hosting a ground breaking, a grand opening or an anniversary
celebration, a brief program keeps your event focused. It can provide recognition for you
and your key people, make the event more purposeful, and allow you to talk more about
your business. The ideal program time is ten minutes in length

Step Four: Program Plan (continued)
-

-

-

-

Introduce only those who need to be introduced. Primarily elected officials and key
associates. When working with government officials it is important to follow protocol.
Typically, if the Mayor attends the event you always call the Mayor up first to say few
words, Regional Councillors are introduced next, followed by City Councillors
Limit the number of speakers and the length of their speeches. This may include city or
regional government representatives (i.e. Mayor) or others you feel played a key role in
the success of your business. Given enough time, the City can provide a plaque for grand
openings or anniversaries (over 25 years) that will be presented by the Mayor or Council
Conclude your program with some appropriate ceremony or symbolic activity to
commemorate the event and create a great photo opportunity; a ribbon cutting for a
grand opening, shoveling the first load of dirt for a ground breaking, or cutting a cake for
an anniversary celebration. Include city or regional government representatives and key
associates. The City has large scissors for the ribbon cutting available upon request.
Always try to have a back-up plan for poor weather - this may involve moving indoors

Step Five: Refreshments
-

Serving food and beverage is a great addition to ensure the event is successful
- For morning events, coffee, juice, fruit and pastries are great ideas
- For afternoon or evening events, light snacks or finger foods are appropriate
- Remember to have sufficient plates, cups, napkins, garbages, and other supplies

Promotion
Step Six: Media Coverage
-

Inviting the media to your event is definitely worthwhile. Be aware that you might not
receive any coverage if they do not have staff available or print space to cover the story
Send your invitation at least two weeks prior to the event. Include a personal letter with
some details about your business and why your event has significance to the community
Include a brief news release that contains the basics – who, what, where, when and why

Step Seven: Photography
-

Have someone take pictures with a good camera or consider hiring a photographer
If possible, take pictures either in front of a company sign or outside the front doors
Take a picture of the ribbon cutting, the shovels in the ground or cutting the cake

Step Eight: Post on Social Media
-

Take time after the event to thank everyone that was in attendance. This will also give you
more content on your social media and increase the chances of the City (or those who
attended the event) sharing your post.

