


EVENT PLANNING CHECKLIST

1. BUDGETING/EXPENSES



a. Do you have a budget for the event?
b. Estimate your expenses for event: 





Speaker honorarium/travel/lodging





Food, decorations, gift for speaker







Invitations/postage







Flyers/ads/posters







Event material (program, handouts, nametags, etc)

c.. Will you charge for event?  Will it cover expenses?

  
You may need to consult with Anne Brown or your budget manager

2. SCHEDULING/SET-UP

a. Estimate attendance to know room requirements and determine any special needs for event to determine room needed




b. Put event on school calendar – check for conflicts – Vickie Souve, Carol Price

c. Get room assignment – Carol

d. Plan room set up and tear down and notify Roger Bowyer – DRAW A PICTURE OF HOW YOU WANT BOTH EATING AND SERVING TABLES ARRANGED. 
e. Will food be required? – Contact Jeri Getts or notify Anne Brown if you wish to use another caterer

Find out date caterer needs final count – will need this for RSVPs
Ask for menu and make choices
f. Do you need to rent table cloths and napkins? (Caterers will often manage this) Do we have enough china, silver – Check with Jeri 
3.    ARRANGE FOR SPEAKER/PROGRAM

a. Contact speaker/performer/program – may affect your date

b. Make travel arrangements, if necessary – Pat Lodge has travel agent phone #.

c. Is there an honorarium?  Contact Business Office early – speaker may need to complete a W-9.  Arrange for a check with check request form. 

d. Speaker needs to fill out a Photo/Video Release form to allow UTS permission to publish/broadcast/post on the internet and films of campus events.  Shannon Sellars has these.  

e. Should the president be present? – Check with Pat Lodge for availability

f. Have you asked/notified all participants? Do they all know what they are supposed to do? 
4. INVITATIONS/MARKETING



5. RESOURCES

a. What technology do you need?   Consult with Greg Hoskins

i. Computers and software 

ii. Internet access

iii. LCD projector

iv. Printer

v. Wireless Internet Access

vi. CD or USB memory drive or internet, power point or stick drive

vii. Audio or Video playback or recording

viii. DVD or VHS playback

ix. PA System

x. Telephone services

b. Are there rights and clearances connected with the speaker? – Jennifer McVay-Dyche – Have speaker sign a photo/video release – See Shannon Sellars
c. Do you need extra security – Contact Anne Brown
6. EVENT/MEETING DETAILS
a. Greeting and general hospitality

b. Does someone need to collect money at the event – do you need a cashbox? (Business Office) 

c. Signage and traffic flow 

d. What materials do you need for event?
i. Nametags

ii. Handouts

iii. Agenda

iv. Sign-in sheet

v. Easels or flip charts

vi. Tape

vii. Markers

viii. Pens

ix. Evaluation sheet

x. UTS display – materials – see Development 

e. Do you need a photographer -- If you have a budget, you can hire (see JoAnn Wagner for referrals) Or you can ask someone on staff, or take your own pictures.  Have you checked to see if releases are required?
7. CLEAN UP

a. Size and type of event will determine the importance of this

i. If there is food, you will need to make sure caterer is handing clean up of food, or you may need to do it yourself

ii. Some things need to be shut off (tech equipment) and put away

iii. Trash – can’t sit in the room all weekend – may need to take to dumpster
b. Consult with Roger Bowyer about clean up.  We have a small maintenance staff -- depending on the time of your event, you may need to check room to make sure it is in order, especially if something is scheduled in the room early the next day. 
8. FOLLOW UP

a. Write thank you notes to event leaders, community partners, program funders, committee members, volunteers

b. Send out post event press release?  See JoAnn Wagner

c. Send copies of program, invitations, brochures or any other printed material to Tim Binkley for the archives. 


9. ASSESSMENT AND EVALUATION

a. Call a post-event evaluation meeting to tie up loose ends and help planning for the next event.

b. Send a report to 1. President’s Assistant (for reporting to the board), 2. Dean’s Office, 3. Communications Office (for publicity purposes, e-news, etc.) 

CONTACTS: 


JoAnn Wagner – jwagner@united.edu, extension 3103


Greg Hoskins – ghoskins@united.edu, extension 3600


Roger Bowyer – rogerbowyer@united.edu, , extension 3500


Pat Lodge – plodge@united.edu, extension 3001


Vickie Souve – vsouve@united.edu, extension 3903


Carol Price – cprice@united.edu, extension 4500


Jeri Getts – Cell phone: 901-3896

Is Event Open to Public?	








Consult with Communications regarding best ways to market:





Who is your audience?


How is the best way to reach them?


What are your resources?


What is the pre-event marketing?


Should there be coverage at event?





LEAD TIME VERY IMPORTANT





Is Event by invitation only?





Consult with Communications regarding content





Plan invitations/brochures


Do you RSVPs By what date? Who will collect? Can people respond online?


What is the cost? Who collects checks? May need to contact Business Office


 


LEAD TIME VERY IMPORTANT











