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Public Affairs and Governmental Relations

Event Planning Check List


Preparation / Layout

· Event goal(s) / Outcomes / Objective

· Coordinator (Co-Coordinators)

· Planning Committee / Meetings (E-mail)

· Target Audience / Demographics

· Budget

· Date / Time: Calendar Keynotes (Community, VIP, CEO) **Ensure the college president has requested that PA/GR arrange for elected officials to speak at your event.

· Agenda

· Theme / Slogan

· Emcee 

· Exhibitors / Exhibits / Participants – confirmation, seating arrangements (theatre style, classroom, dining, etc)

· Registration

· Clerical Support


· Sign in, name tags, cashbox, tickets

· Gifts / Favors / Raffles / Prizes / Give-Away

· Greeters / Escorts / Tours

Outreach / Publications

· Elected / VIPs (Recognitions) 

· College Officials, Leaders, Students

· Media

· Photographer

· Publicity / Advertising

· Sponsorship

Printed Materials

· Invitation: design, printing, quantity (attendees / communication)

· Invitees: RSVP

· Map flyers

· Programs: design, printing, number, distribution
Program

· Music

· Pledge

· Welcome / Introductory remarks

· VIP / Sponsor / College Officials, Leaders, Students - - Introductions

· Scripting (Key Bullet Points)

· Entertainment - - College, High School, Community

· Scheduling

· Payment

· Awards / Presentations

· Closing remarks / Credits / Thank You’s

Facilities

· On-Campus / Off Campus

· Location / Logistics (layout, podium)

· Room(s): availability, scheduling, notify operations, custodians

· Site Reserved

· Rain Contingency / Weather (sprinklers)

· Parking

· Reserved, VIP

· Traffic / Parking controls

· Security / Permits

· Signs / Signage

· Lighting

· Invoice / Payment

Decorations

· Colors / Themes

· Flowers / Plants

· Signs / Poster / Pictures

· Banners / Balloons / Streamers

· Contributor(s)

Equipment

· Public Address System

· Podium

· Riser and Table Skirt

· Tables and Table Skirt, Chairs

· Flags and  Holders

· Easels / Pointer / Flip Chart / Markers

· Booth / Canopy (Information / Press)

· Musical Entertainment 

· Audio / Visuals

· Blackboard: chalk, eraser

· Screen / Overhead Projectors 

· Film / Slides 

· PowerPoint 

· Video 

· Tape Recorder – tape

· Electric Outlets / Extension Cords

· Etc.

· Office Material

· Tape, Scissors /Ribbon 

· Trash Containers 

Refreshments

· Food / Hors D’oeuvres

· Water / Soft Drinks / Coffee / Tea – Condiments (sugar, creamer, stirrups)

· Silverware

· Plates / Cups / Glasses

· Paper Goods (napkins)

· Servers

· Payment
Follow-Up

· Clean Up

· Thank You Letters/ Certificates / Notices

· Feedback / Analysis / Evaluations

· Financial Report

· Attendance Report

· College / Community Snapshots

· Future Suggestions / Improvements (computerized evaluations)

· Documentation 
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