DMV THROWERS  ·  WORKSHOP RUN SHEET
DMV THROWERS
YO-YO CLUB
WORKSHOP RUN SHEET
Use this form for any workshop or outreach event outside the regular monthly meetup — school visits, library programs, special demonstrations. One form per event.
File completed forms in the shared ops folder. Attach photos if available.
1. Event Information
	Event Name
	e.g. Cascades Library Intermediate Workshop



	Venue / Host
	Name of school, library, or organization



	Venue Contact Name
	



	Venue Contact Email / Phone
	



	Address
	



	Date
	



	Setup Time
	When officers should arrive



	Start Time
	When participants arrive



	End Time
	



	Lead Officer
	Person running the workshop



	Supporting Officers
	



	Age Group / Audience
	e.g. Kids 8–12, General public, Intermediate players



	Expected Attendance
	



2. Pre-Event Prep Checklist
Complete at least 1 week before the event.

☐  Venue confirmed and directions shared with all officers
☐  Contact at venue confirmed event details (date, time, room, capacity)
☐  Flyer / promotion posted on Instagram and Facebook
☐  Headcount estimate confirmed with venue
☐  Loaner yo-yos counted and packed (see Inventory Sheet)
☐  Skill level of audience confirmed — curriculum adjusted accordingly
☐  Workshop outline / trick list prepared (see Section 3)
☐  Tables, chairs, and setup needs confirmed with venue
☐  Backup yo-yos and extra strings packed
☐  Recap form printed or accessible for after event

3. Workshop Outline
Fill in before the event. Adjust based on audience skill level and available time.

	Time Slot
	Segment
	Content / Notes

	0:00 – 0:10
	Intro & Welcome
	Introduce officers, explain what yo-yo / skill toys are, set expectations

	0:10 – 0:25
	Basics / Beginner
	Sleeper, gravity pull, forward pass — adjust if audience is intermediate

	0:25 – 0:45
	Core Tricks Block
	

	0:45 – 1:00
	Intermediate Block
	For audiences with prior experience

	1:00 – 1:15
	Open Practice
	Officers circulate, help individuals

	1:15 – 1:25
	Demo / Show & Tell
	Officers or attendees show tricks

	1:25 – 1:30
	Wrap-Up
	Club info, Linktree, follow us on Instagram



	Trick List (write out specific tricks planned for this audience)

	






4. Equipment Packed
	Item
	# Brought
	# Returned

	Loaner yo-yos
	
	

	Extra strings
	
	

	Bearing lube / tools
	
	

	Signage / banner
	
	

	Club cards / flyers
	
	

	Other
	
	



5. Post-Event
	Actual Attendance
	



	First-timers / new contacts
	



	What went well?

	





	What to adjust for next workshop?

	





	Venue feedback / follow-up needed?

	




Post-Event Checklist
☐  All loaner yo-yos collected and accounted for
☐  Venue left clean — tables reset, chairs stacked if required
☐  Thanked venue contact in person
☐  Recap post published on Instagram and Facebook (within 48 hrs)
☐  Follow-up email / thank-you sent to venue contact (within 1 week)
☐  Meetup Recap form filed
☐  Any equipment issues flagged to Brandon
☐  Venue relationship flagged for future bookings (yes / no — note below)

	Additional notes
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