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Not all Contracting Organisations are the same! Your
Contracting Organisation will affect the types of
events you are able to plan and carry out. Depending
on your Contracting Organisation, different aspects of
international exchange might be emphasized (for
example language based events). There will be
differences in budget and, for some CIRs, event
planning may not constitute a significant part of your
work duties.
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Purpose H#Z

¥¢ To promote interest in internationalization in
your local community.

¥¢ To deepen understanding and exchange through
the introduction of various world cultures.

¥¢ Remember, this is a two way exchange!
Introduce foreign culture to Japanese, but also
introduce Japanese culture to local foreigners.

When?
Y Plan events around the school term, national
holidays, events for children etc.
¥¢ Plan in advance so that you have time to organize
and execute your proposed event within that
timeframe (at least 3 months!).
Where?
v Find/get acquainted with possible venues.
¥¢ Details - cost (some places can be hired for free),
- Facilities - confirm that the venue has
everything you need.
- Capacity
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Y¢ Participants
- Whom is the event for? How many people?
Y¢ Helpers and volunteers
- Coworkers
- Recruit helpers from your community,
international associations, JETS

Budget

¥¢ Can you charge participants? How much?

¥¢ Financial year—ask if you have a say in the next
budget.

Y There may be budget surplus at the end of the year.
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Drawing up a proposal {=EZfE

v Ask your predecessor or go through their notes to
see previous proposals.

v¢ Use proper format (include the following: purpose,
date/time, place, target participants, content,
entrance fee, budget, content etc.)

Y« Whom do you submit it to?

Advertising

Newspaper, town newsletter, local television,
radio

Leaflets, posters (distribution at schools)
Mailing lists (local associations, foreigners other
than JETS)

Websites

Schools, community centers, cultural halls,
supermarkets, international exchange centers,
libraries
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The big day

Confirm and explain the day’s schedule.
Confirm reservations for equipment/facilities and
that all purchases have been made.

Anticipate possible problems and their solution.
Effectively use your human resources—delegate
duties.
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Followup #&T1#%

Get feedback and review the event yourself.
Don’t forget to say thank you.

Keep contacts, meishi for future events.
Follow up on participants (surveys, mailing
lists)
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Troubleshooting

¥¢ No budget (see below)

Y¢ Proposal gets turned down

- Renegotiate time, place, cost, etc.

- Talk to people in your office about what kind of
events they’d like

- Find out what events were allowed in the past

“¢ Insurance problems (e.g. can’t hold food-related
events, etc.)

v¢ Difficulty getting participants (advertise, get JETS
involved)

Y¢ Weather

Recently, CIRs in many Contracting Organisations
have found themselves allowed to plan events, but
with no budget to cover them!!

Try and get a co-sponsor

Charge a small fee for entrance

Use public areas (eg. parks/ go hiking/ ask in
schools)

No budget activities

Ask local international associations

Be prepared to re-think your ideas so they work
even without lots of money!

FRE XXX

No budget events T"HER L DA X2 |k

AR NOREIE KA, i,

R, BhFICBILE ST,

B DA R S DO 1#E DR
e RN ERET D,

X BINMEFE~ODTrua— (TUor—F, A—
LY A R)

o ox

BEIZ SO B I

A TEIZW(FERTIZEW)
* BBEPESINDLIGLE
- FEfE], . BRE R EEHBRWT 5,
- [FEEEE LT, DA Xy hERBIL,
- DI CT&E 7oA Ry hOEHREFET,
A PREROME  BlziX, B EBEROH D
AR RIS D)
& ZIMEDEE LR, (BB, JET HHEICH
mrcHno, )
* KA

BAE., %< OFKHIED CIR X, A4 X Ot
RIITXFETN, FOTFPHEITRVIREETT,

T %,
SNE % L 5,
ANILDZER 2 D,
T
FENRPDERNA R S EITH

Hit Ik oD [E BEAS Uit By /1 = 12 <
WHRRHIE D DT AT 4 T B ZETLO
ez L CBEELL Y, £HTHILD EL
W !

o %

(N, o~ Ag 7

X R o



Finding event ldeas
Ble ARV NOTAT A TEZRLEES !

Existing events

i) Booths, stalls at festivals
i) Invite foreigners to annual events

Start up your own Events

i) Consult the CIR handbook, handouts and
internet resources www.cirhomepage.org

i) Continue/improve your predecessor’s events

iii) Go to other events and evaluate them

iv) Talk to locals, other foreigners/ JETS, co-
workers (use town surveys etc)

Common Event ideas

Language classes

Picnics, BBQs

Wine tasting

Cooking classes

Games night

Sports exchange

Overseas study tours

International days

Events from home (Christmas, Halloween, Ramadan
etc.)
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