Event Planning Checklist
 XE "Event Planning Checklist" 
Use this checklist as a guide to help you plan your event.  Don’t let the size of it intimidate you.  We have tried to include all planning items for any type of event.  Many of the items may not apply to your particular event.  Use this form when planning and discussing events with your advisor, SORC staff member, or sponsor.  For a comprehensive list of Arizona State University events contacts, please see the Leadership Development Team dive in website at: http://www.asu.edu/vpsa/divein. 

	Name of your event:
	

	Date(s):
	

	Start Time:
	
	End Time:
	

	Where will your event be held?  (Room, date reserved, and confirmed)



	How many will be participating?
	
	

	How will you promote your event?
	

	How will you fund your event?
	

	(Visit the SORC on the 3rd floor of the MU for fund raising resources.)

	What will happen at your event?  What are the goals of your event?  (Include a brief summary.  Attach agenda with specific timing for program.)




Initial Planning

( Meet with Advisor 

( Meetings scheduled

( Approval

( Waivers

( Funding

( Budget 

Scheduling
( Room scheduled 

( Table on the mall 

(Call 965-3406 to schedule a table on the mall.)

( Extra tables and chairs

( Tent

( Photography

Equipment Requests  

( Movies

( Easel

( Flip chart

( Literature table

( Message board

( Notepads and pencils

( Pointer

( Registration table & chair

( Telephone

( Microphone and stand

( Overhead projector

( In focus (Computer screen projector)

( TV/VCR

( Extension cord

( Camera

( Sound system

( D.J.

( Lighting

( Other: 






Participants
( Invitation list

( Faculty/staff/students

( Speakers

( Panelists

( Judges

( Sign up sheet

( VIPs

Media Relations and Publicity 

( On-campus publications (State Press, Insight, etc.)

( Off-campus publications

( Photography 

( Photo Release for Participants

( Press release

Invitations, Letters, Programs  

( Invitations, reply cards, envelopes

( Design 

( Printing

( Labels

( Postage

( RSVP contact (name and phone)

( Letters & Letterhead

( Envelopes

( Authorized signature

( Distribution

Other Printed Items
( Escort cards & place cards  

( Flyers/Copies 

( Posters

( Maps 

( Nametags

( Tent cards

( Tickets

( Menu cards

( Seating chart

( Other: 




Food Requirements
( Type of meal

( Coffee break

( Breakfast

( Lunch

( Dinner

( Reception

( Served, buffet or reset tables

       ( Dietary restrictions: 



Decorations and Signs
( Balloons

( Flowers

( Decorations

( Banner

( Table arrangements

( Candles

( Corsages, boutonnieres

( Directional signs

( Lectern sign with ASU logo

( Other: 




Greeters/Ushers/Doorman
( Location 





( Number 




( Security 




( Other: 





Risk Management

( Liability Insurance for event and participants (Contact SORC and Risk Management)

Beverages
( Water at podium or head table

( Soda

( Punch

( Other: 





( How much? 






Entertainment
( Live music

( Speaker

( Recorded music

( Other: 






Transportation and Accommodations
( Buses or vans

( Valet

( Parking  

( Overnight accommodations

( Travel accommodations

( Dress (i.e. Jacket, Swimsuit, etc.)

( Other: 






Recognition or Gift Items
( Awards and certificates

( Plaques or trophies 

( ASU merchandise

( Framing

( Engraving

( Shipping

( Other: 






Special Needs Requests
( Interpreter

( Braille

( Audio-recording

( Enlarged print

( Wheelchair access

( Registration form or other literature

( Assign staff to assist individual

( Other: 






Post Event 
(On and off campus vendors)                                       

( Thank you letters

( Evaluation forms

( Clean up

( Other: 






Files
( Correspondence

( Contracts

( Bills
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