
Tips for hosting a successful screening 

the Alzheimer’s Project

Step 1: Select a Location and Time
Decide where it makes the most sense to host your 
event. You can hold it at a community center, public  
library, school/university classroom or auditorium, 
place of worship – wherever people can gather and 
watch the program. Also consider the venue’s A/V 
facilities. Remember to check for accessibility of the 
room for people with disabilities. Also consider a time 
that will be convenient for your audience. 

Step 2: Recruit Partners 
Other organizations in your area (e.g., local religious 
groups, universities or medical schools, advocacy 
groups, etc.) may be interested in joining you to  
host the screening. By including other community  
organizations in the event planning, you will increase 
the number of attendees and maximize the impact  
of the event. 

Step 3: Send Out Invitations
Email The Alzheimer’s Project invitation to everyone 
that you know, inviting them to attend. Invitations 
will be available online at www.hbo.com/alzheimers/
screenings. Invitations must first be customized with 
the time, date, and location for your event. Remember 
to include directions to your venue. You may want  
to invite: 

• Students at local universities

• Local community or health related organizations

• Friends and family 

• Colleagues 

• Members of local places of worship 

Step 4: Promote the Screening 
Include information about the screening in any  
communication vehicles you have access to. Download 
an Alzheimer’s Project “banner” online at www.hbo.
com/alzheimers/screenings to showcase your 
participation in the project. To order a customizable 
poster, contact Kevin Koenig at kevin.koenig@cegny.
com. Use a black or blue permanent marker to fill in 
your screening information (date, time, location) on 
the poster. Hang posters at your screening venue or  
in other high-visibility locations in the community  
(libraries, community centers, grocery stores) that  
will attract attendees.  

Step 5: Communicate with Your Attendees
People are busy, so it is easy to forget about social 
activities or plans. If you have access to the email  
addresses of those who have RSVP’d “Yes,” send  
your guests a reminder.

Step 6: Secure Screening Equipment
The venue may have everything you need to screen 
the film; otherwise, you’ll need to secure projection 
and sound equipment. You’ll need to provide a DVD 
player (often available on a laptop) and TV, or screen 
and projector with computer input. Please test your 
Alzheimer’s Project DVDs to make sure they play  
on the equipment.  

Step 7: Prepare for the Panel Discussion
Discussion questions, resources, and fast facts on 
Alzheimer’s are included as part of this guide and are 
also available online at www.hbo.com/alzheimers/
screenings. Make sure to review the questions and 
prepare your moderator with an agenda, including  
the questions you’d like to focus your discussions on 
following the screening. Print copies of the Fast Facts 
and Resources sections of this discussion guide for 
guests to reference both during and after the panel 
discussion.

Step 8: Alert Press to Your Screening Event 
Two to three days before your event, send a media  
advisory to your local newspaper, television stations, 
and radio station. A customizable press release is 
available online at www.hbo.com/alzheimers/screen-
ings. Fill in the necessary information for your event 
and email or fax to your local media. The purpose of 
the release is to alert media about your event and 
invite them to attend. You can ask that it be posted 
in the listing of daily events, called the “Day Book.” 
It’s most effective to follow up with a phone call a day 
before the event. 
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Step 9: Day of Screening

What to Have at the Screening

• The Alzheimer’s Project DVDs  

• Enough seating room for attendees 

• �Printed copies of the Fast Facts 

• Pens and paper

• Screening equipment

• Camera for group photo

• Name tags (if guests will not know each other)

Before the Screening

• �Do a test run of screening equipment for image  
and sound quality.

• �Set up welcome center, with name tags and pens  
(if many guests will not know each other).

Upon Guest Arrival

• �Welcome guests and thank everyone for  
coming.

• Provide each guest with a copy of the Fast Facts.

• Introduce the film.

The Screening and Discussion

• Watch the film.

• Distribute pen and paper.

• �Facilitate a moderated discussion for 45 minutes to 
an hour (this can be longer or shorter depending on 
your guests’ desires).

After the Discussion

• �Remind guests that all four films will be airing on 
HBO® beginning May 10 and are available to view 
for free at www.hbo.com/alzheimers.

• Take a group photo.

• �Record any comments from group members about 
the film or discussion; ask attendees how they  
enjoyed the film and discussion.

Step 10: Complete & Return the Recap Form
• �Please complete and return the Recap Form  

(included at the back of each study guide and  
available online at www.hbo.com/alzheimers/screen-
ings) by May 12, 2009:

By fax: 212-426-7002; 
By email: kevin.koenig@cegny.com; or
By mail: 
Civic Entertainment Group 
Attn: Alzheimer’s Project 
450 Park Avenue South 
5th Floor 
New York, NY 10016




