GUIDELINES FOR SETTING UP EVENTS
NOTE: Remember that these guidelines are not all hard-and-fast rules! Don’t forget that this is your event, and you should try to show originality when creating your event descriptions.
Start Time: Especially if you are copying from an old event, make sure that the event start time is set for the proper year!
Registration Opens: You are free to choose the time for this. We suggest that you have the registration opening at least 12-24 hours after the event is posted, to give members time for the e-mail notification so that everyone has a fair chance to register.
Registration Cut-Off: The cut-off time is up to you. We suggest: cut-offs for in-town events not requiring payment/bookings generally tend to be set for the evening before or even up to a couple of hours before the event; cut-offs for paid events are generally set >5 days in advance. 
Duration: Better to over-estimate the amount of time the event will take.
Title: Try not to be too vague when choosing a title! Creativity is encouraged here. 
Event Coordinators: Select yourself & if more than 1 coordinator press ‘CTRL’ + left click to select their name.
Event Type: See the drop-down box for the list.  Suggestion: for in-town hikes use “Urban Hike” & for out-of-town hikes use “Hike”.
Difficulty Rating: Guidelines for difficulty ratings are listed on the EOC website. 
Dogs: Yes or No – If yes, please mention something in the body of event indicating that members should look after their dogs – cleaning up, checking if dogs are allowed on/off leash, etc.
Maximum Group Size: Choose a maximum number that you would be comfortable with. (You can always increase this number after posting your event, if preferred.)

Maximum Guest Size: Only applicable if guests are invited – remember children are always classified as ‘Guests’.
Minimum Group Size: For safety reasons, we suggest at least 3 people. 

Itinerary: Be creative – this is your event! For a hike/snowshoe/skiing event: we suggest that you include details on the approximate distance, elevation and terrain (e.g. dirt, paved, gravel). 

Required Items to Bring: e.g. water, weather appropriate clothing, headlamp/flashlight for evening events, etc.
Recommended Items to Bring: e.g. snacks
Location & Directions: We suggest that you include name of meet-up location, the address, & detailed directions. You can also include the html code for a Google map here. (Instructions for inserting Google maps are available on the EOC website).
Total km round trip: This applies to out-of-town events. You can determine this distance through Google Maps – just make sure that your total distance factors in going both directions!
Carpool Question:  If applicable – you might choose to ask carpool drivers to specify passenger/equipment capacity, etc.
Member & Non-Member Costs: State the cost of the event, in dollars. 

Cost Includes: We strongly encourage lots of details here! Indicate the basic cost of the event (& advise if cost includes GST), cost of the admin fee/banking costs if payment will be made through the EOC’s treasurer (5% of the basic event cost or $1.50 depending on which is higher), & any other costs. You should work with the Volunteer Coordinator and/or Treasurer the first time you post a paid event through the EOC to ensure that your event costs have been correctly calculated.
Voluntary Donation: $2 is typical.  
Additional Notes: If applicable - You could add more info here or at the bottom of the Itinerary.
