
INTRODUCTION .....................................................................................................................................................4 
SETTING GOALS AND PRIORITIES .........................................................................................................................5 

Define the Budget ............................................................................................................................................7 
Define the Target Market ................................................................................................................................7 
Consider the Best Way to Connect with Customers and the Community...............................................7 
Planning ............................................................................................................................................................8 

SET THE DATE FOR YOUR GRAND OPENING DAY ...............................................................................................8 
DEFINE A THEME....................................................................................................................................................9 
IDENTIFY A CHARITY ............................................................................................................................................10 
IDENTIFY ENTERTAINMENT, CELEBRITIES, ACTIVITIES AND ATTRACTIONS......................................................11 
ADDING THE “WOW” ...........................................................................................................................................12 
IDENTIFY PROMOTIONAL ITEMS FOR THE EVENT ...............................................................................................12 
SELECT DECORATIONS OR HIRE A DECORATION/BALLOON COMPANY ...........................................................12 
OTHER IMPORTANT CONSIDERATIONS ...............................................................................................................12 

ADVERTISING .......................................................................................................................................................13 
MEDIA ...................................................................................................................................................................13 
INTERNET AS A PUBLICITY TOOL.........................................................................................................................14 
PRINT....................................................................................................................................................................14 

Circulars (flyers) .............................................................................................................................................14 
Newspaper Ads (Run-Of-Press)..................................................................................................................15 
Press Releases ..............................................................................................................................................15 
Media Kits .......................................................................................................................................................15 
Coupons ..........................................................................................................................................................15 
Entry Blanks....................................................................................................................................................15 

PRINTING & DISTRIBUTION OPTIONS..................................................................................................................16 
Newspapers ....................................................................................................................................................16 
Marriage Mail ..................................................................................................................................................16 
Direct Mail using Local Lists of Data...........................................................................................................16 
Bulk Mail..........................................................................................................................................................17 

TELEVISION ..........................................................................................................................................................18 
Spot Television...............................................................................................................................................18 
Cable Television.............................................................................................................................................18 
Radio................................................................................................................................................................19 

CONNECTING WITH THE COMMUNITY .........................................................................................................20 
PUBLIC RELATIONS..............................................................................................................................................20 
CHAMBERS OF COMMERCE.................................................................................................................................20 
CITY HALL ............................................................................................................................................................21 
LOCAL BUSINESS OWNERS .................................................................................................................................21 
NETWORKING .......................................................................................................................................................21 
INVOLVEMENT AT LOCAL EVENTS .......................................................................................................................21 

VENDOR AND SPONSOR PARTICIPATION...................................................................................................22 
VENDOR INVOLVEMENT IDEAS ............................................................................................................................22 
SPONSORSHIPS ...................................................................................................................................................22 

IDENTIFY STAFFING AND ROLES/RESPONSIBILITIES .............................................................................23 
GRAND OPENING CHAIRPERSON........................................................................................................................23 



PUBLIC RELATIONS CHAIRPERSON ....................................................................................................................23 
MEDIA CHAIRPERSON..........................................................................................................................................24 
ENTERTAINMENT CHAIRPERSON ........................................................................................................................24 
DECORATIONS CHAIRPERSON ............................................................................................................................25 
SPONSORSHIPS & VENDOR RELATIONS CHAIRPERSON ...................................................................................25 
FOOD AND BEVERAGE CHAIRPERSON................................................................................................................25 
HOSPITALITY CHAIRPERSON ...............................................................................................................................26 
OPERATIONS CHAIRPERSON...............................................................................................................................26 
STAFF/ADMINISTRATIVE SUPPORT CHAIRPERSON............................................................................................27 

PREPARATION ACTIVITIES...............................................................................................................................28 
TIMELINE ..............................................................................................................................................................28 

Three Months before the Grand Opening ..................................................................................................29 
Two Months before the Grand Opening .....................................................................................................30 
One Month before the Grand Opening .......................................................................................................31 
Two Weeks before the Grand Opening......................................................................................................32 
One Week before the Grand Opening........................................................................................................33 

GRAND OPENING READINESS CHECKLIST .........................................................................................................34 
Facility..............................................................................................................................................................34 
Communication ..............................................................................................................................................34 
Entertainment .................................................................................................................................................35 
Staff & Volunteers ..........................................................................................................................................35 
Miscellaneous.................................................................................................................................................35 

VIP NIGHT ..............................................................................................................................................................36 
SETUP ACTIVITIES ...............................................................................................................................................36 
FOCUS ON YOUR GOALS .....................................................................................................................................36 
RIBBON CUTTING CEREMONY.............................................................................................................................36 

GRAND OPENING ................................................................................................................................................38 
SETUP...................................................................................................................................................................38 
FOCUS ON YOUR GOALS .....................................................................................................................................38 
ISSUE RESOLUTION .............................................................................................................................................38 

POST GRAND OPENING ACTIVITIES .............................................................................................................39 

APPENDIX..............................................................................................................................................................40 
VENDOR SPONSOR LETTER ................................................................................................................................40 
RIBBON CUTTING SPEECH ..................................................................................................................................41 
SUPPLIERS DECORATION & PRIZES ...................................................................................................................42 
VENDOR THANK YOU LETTER .............................................................................................................................43 
GENERAL THANK YOU LETTER ...........................................................................................................................44 

GLOSSARY ............................................................................................................................................................45 

 


