
RIBBON CUTTING & GRAND OPENING
PLANNING CHECKLIST

4-6 Weeks Before the Event
    Determine the type of event (ribbon cutting, grand opening, anniversary, etc.)
    Select a date and time (coordinate with the Chamber for scheduling)
    Identify key speakers (owner, Chamber representative, special guests)
    Create an invitation list (clients, vendors, local officials, media, community members)

3-4 Weeks Before the Event
    Submit your event details to the Chamber for promotion
    Plan refreshments (light snacks, catered meal, or beverages)
    Arrange decorations (balloons, banners, branded signage)
    Order a ribbon and ceremonial scissors (the Chamber provides these, but if you want to
    use a specific color ribbon, you will need to purchase it)
    Develop a brief agenda for the event (the Chamber has a template available)

2 Weeks Before the Event
    Send invitations and reminders via email and social media
    Contact local media and submit a press release (if desired. The Chamber also has a
    press release template available)
    Confirm attendance of key guests and speakers
    Prepare a short speech or remarks for the event

1 Week Before the Event
    Confirm event logistics (seating, parking, signage)
    Assign roles to team members (greeters, photographer, social media rep)

Day of the Event
    Set up early and do a final venue check
    Welcome guests and encourage networking
    Conduct the ribbon-cutting ceremony (with photos!)
    Thank attendees and speakers
    Promote the event on social media with pictures and videos

After the Event
    Send thank-you notes or emails to attendees and supporters
    Share event highlights on social media and tag the Chamber
    Follow up on any business connections made

FOR QUESTIONS, CONTACT 706-596-7011



RIBBON CUTTING & GRAND OPENING
BEST PRACTICES & TIPS

PLAN AHEAD
Start organizing your event 4-6 weeks in advance to ensure

all logistics, such as guest lists, media coverage, and
refreshments, are covered.

Promote the Event: Use social media, email invites, and press
releases to get the word out to your community, customers,

and local media.
Capture the Moment: Hire a photographer or designate

someone to take photos during the event for social media and
future promotions.

ENGAGE YOUR AUDIENCE
Make your ceremony interactive by encouraging guests to

network before and after the ribbon cutting. Create a
welcoming environment.

Have a Clear Agenda: Keep the ceremony concise, with a
clear structure that includes introductions, speeches, the

ribbon cutting, and a thank-you to attendees.
Highlight Your Business: Take time to explain what makes
your business unique, and emphasize how it contributes to

the community.

THANK YOUR GUESTS
Show gratitude to attendees, special guests, the Chamber,

and any partners who helped make your event possible.

FOR QUESTIONS, CONTACT 706-596-7011


