EventPlanningChecklist

January 7, 2009

Event Timeline

4-6 weeks ahead

· Determine the purpose, theme, format, and feasibility of the event

· Create an estimated budget and get approval 

· Select the date, but before confirming it clear the date with important participants and double-check for conflicts with other major functions

· Recruit event team

· Select and reserve a venue

· Choose a caterer or refreshments provider

· Confirm a master of ceremonies and the program speakers

· Get all necessary administrative approvals

· Begin flyer design

· Begin drafting email notice 

· Make contact with program participants and gather their biographical information

· Confirm if there are special audiovisual presentation needs—can the chosen venue accommodate it?

· Begin creating an event document to record all arrangements as they are decided on and confirmed.  

2-4 weeks ahead

· Finalize flyer design

· Finalize email notice 

· Inspect the facility—do we notice anything unusual that may cause problems?

· Recruit volunteers to staff registration or assist as escorts and greeters, etc.

· Send detailed instructions to all program participants with tickets, parking permits, maps, etc. Or at least confirm they know how to get to the venue.

· Finalize details with caterer, rental company, and all vendors 

· Take delivery on favors, mementos, novelty items and double-check for correct amount

· Create an agenda for the event

10 days ahead

· Mail out the notice to the mailing lists
· Send flyers to area chapters and any other professional or student association that might be interested in the theme

· Print out the flyers on the SILS color printer—id who will do this

· Post the flyers—id who will do this

1 week ahead (up to and including the night before!)

· Decide on roles: managing the sign-in list, counting guests, who will welcome the audience and introduce the speakers, etc.

· Create any signage that may be needed for the event 

· Create or prepare nametags

· Confirm refreshments order

· Set aside ASIS&T brochures to distribute at event

· Who will take pictures?

· Agendas have been printed up

THE BIG DAY

· Print out sign-in sheets -- make sure we have pens people can write with!

· Arrive early

· Who’s got the camera? Check the batteries! Make sure there’s a memory card in there!

· Pick up refreshments

· Set out the refreshments

· Set up event venue with place cards, signs, brochures, etc.

· Conduct sound and equipment checks at least 20-30 minutes before the event starts

· Follow your agenda

· “If you have cell phones, please set them to silent.”

· Relax and smile

· Following the event, clean up the meeting area so it’s better than you found it; collect the sign-up sheets and give them to Cassidy 

After the event

· Send thank you notes to speakers, panelists, hosts, volunteers, etc. 

· Write a brief paragraph summarizing the event for including in our annual report to ASIS&T (can be re-used for a chapter publication also)

· Any outstanding bills to pay?

· At the next board meeting or via email, conduct event debriefing to determine success or ways to improve in the future

· Review this document and add any final items to fill in the gaps
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