Event Planning Checklist with Timeline

Pre-Planning Thoughts (starts as soon as you are assigned the event or 4-6 months out)
· What kind of event are you planning?
· What is the goal and purpose of the event?
· Who is planning it and who is coming to the event?  How many guests are expected?
· When and where is the event?  Develop a timeframe and ideas for location.

· How much will it cost?  Develop a budget proposal.

Actual Planning (3-6 months before the event)

Budget

· Establish a budget, get the budget approved, and complete the function proposal form.

Date/Time
· Determine 3-4 possible date options.
· Check the university and college event calendars, academic calendar, and religious holiday calendar for a conflict.
· Check the calendar of anyone who is requested to attend, particularly the deans, chairs or directors, and/or President Crow.
· Select the date.
Location/Venue

· Research and select the appropriate venue/location.  Be prepared to have a back-up date ready in case your ideal venue is not available.
· Do a site visit to make sure your site will work out for your needs
· Determine your physical space set-up – theatre-style, round tables, banquet tables, etc.  Consider the needs of people with access requirements when selecting the lay-out of the space.
· Know when you can get in and start setting up for the event.
· Read contract carefully and have the person responsible for paying the event to sign the contract.  Keep in mind hotel contracts need to be reviewed by ASU approved travel vendor. 
Equipment

· Develop your list of equipment rental needs (tables, chairs, linens, easels, stage, etc.) and get quotes from rental companies.  Before making the final list, check with your caterer and any other vendors to see if they need additional tables, linen or other equipment.

· Secure a written contract for rental equipment.  Read all contracts carefully before signing and make sure you know any important deadlines such as guarantee due dates, cancellation dates, and power needs.

· Make sure your power needs can be met at the location.

· Reserve audiovisual equipment, if needed.

Catering

· Select several caterers and ask them for proposals.
· View catering proposals and schedule a tasting, if needed.
· Choose a caterer and finalize a menu as well as the contract, make sure your caterer can accommodate dietary needs.
· Read the catering contract carefully – make sure you know of the deadline for cancellation and for confirming the number of guests.
· Order bartending services, if needed.
· Apply for a permit to serve alcoholic beverages on campus, if needed (no later than three weeks before the event).
2 months before the event

Guests and Promotion
· Assemble your guest list including VIP’s.
· Send out a “save the date” note, if appropriate.

· Develop a promotional plan, including print and electronic materials – posters, flyers, invitations, tickets, programs, etc.

· Send out invitations at least four to six weeks before the event (don’t forget a parking map).

· Design a program for the event and send to the printer.

· Design and order signs.

· Select the method for RSVPS: phone, email, or website.
· Select the last day for accepting RSVP in accordance to your guarantee date.  Make sure you have it few days prior so you have time to contact key people that have yet to RSVP.
· Add your event to the university and college event calendars.

· Request a photographer or videographer, make sure to prep them on special shuts you need or VIP’s that you would like to have on file.

Speakers

· Select and contract the Master of Ceremonies.

· Select and contract any other speakers for the event.

· If the speaker is traveling from out of town, coordinate logistics necessary for travel, including:

· Airfare

· Ground and local transportation

· Hotel/lodging

· Meals

· Provide speakers with the details of the event, including a history and purpose of the event, detailed script with specific times outlined, and information (e.g., bios) on VIPs present.

· If you have a large audience, you might want to provide a sign language interpreter.  Remember, sign language interpreters need regular rests, so you might need to book at least two interpreters to cover your event/ conference.

Theme, Decorations, and Entertainment

· Plan the color scheme or theme and purchase/order appropriate décor (flowers, balloons, etc.)

· Select and reserve entertainment, if needed.

AV needs

· After you have determined your speakers and presenters AV needs see if the venue has these in house.
· Get quotes for whatever additional equipment you need.

· If you are combining in-house equipment with rented equipment or if you have other media such as video taping, make sure everyone is working together and on the same page so your event goes flawlessly
Giveaways

· Order promotional items, awards, and giveaways (if using a logo, keep in mind the graphic standards of the university).

Staffing/Volunteers
· Determine your staffing needs
· If you need help from volunteers determine their role
· Setup volunteer registration site
· Seek volunteer help in newsletters, by contacting student organizations and or by contacting the alumni chapter
· Have a meeting with all staff and volunteers prior to the event for training and education on their duties and your expectations.
Security

· Order security or safety escort services, if needed.

Parking/Transportation

· Coordinate a parking plan
· Reserve parking space

· Ordering parking validations.

· Order transportation, if needed.
Permit and Requests

· Submit the Events Registration form online

· Get any permits you need including liquor license and fire marshal permit

A Week Before the Event

· Prepare a diagram of the event setup for you and your vendors.
· Give a guarantee number to the caterer.
· Make any changes to rental equipment necessary to reflect the number of people that you guaranteed.
· Print name tags and or tent cards and have a supply of blank ones.
· Confirm time and location with all vendors and provide setup itinerary to them.
· Make a list of everything you need to take to the event including laptop, printer
· Finalize the script and share with appropriate people

· Finalize directional signage and other signage needed
· Prepare miscellaneous items to bring to the event: pens, pads, equipment, documents, presentation, badges, extra equipment, business cards, printed handouts of material that will be covered, etc.
Day of the Event
· See Event Setup Checklist.
After Event is Completed

· Do event debriefing with key people for ideas how to improve next time.

· Request payment for all bills and submit Business Meals Form for any food and beverage to the accounts payable person.
· Assess the event – collect feedback formally or informally.
· Show appreciation – send thank-you notes out to participants, speakers, photographers, VIPs, volunteers or other special contributors.
· Wrap up the budget - record the actual cost compared to the estimated cost.
· Document – save copies of emails, contracts, orders, guest lists, notes from meetings, etc.
· Complete your past event recording.
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