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Event Planning Checklist

	Event Snapshot

	Event Name:
	

	Event Date and Location:
	

	Your Name:
	

	Your Department:
	

	Today’s Date:
	

	Objective of Event:
	

	Development Staff Involved:
	

	Overall Event Budget Est.
	

	Budget #:
	

	Event Approval By:
	



	Printed Materials
	Person/Dept. Responsible
	Date Due
	Completed On

	Save the Date:
	
	
	

	Invited By:
	
	----
	----

	Invitation:
	
	
	

	Invitation Envelope:
	
	
	

	Response Card:
	
	
	

	Response Envelope:
	
	
	

	Map:
	
	
	

	Inserts:
	
	
	

	Program:
	
	
	

	Other:
	
	
	



	Guest Management
	Person/Dept. Responsible
	Date Due
	Completed On

	Determine Guest List:
	
	
	

	Obtain/Manage Guest List:
	
	
	

	Address Invites Hand/Type:
	
	
	

	Send Invites:
	
	
	

	Track and Confirm RSVPs:
	
	----
	----



 (
Updated
 
9/14/20
) (
1
)
	Guest Management
	Person/Dept. Responsible
	Date Due
	Completed On

	Seating Arrangements:
	
	
	

	Internal Invitee List:
	
	
	

	Nametags:
	
	
	

	Misc.
	
	
	



	Program
	Person/Dept. Responsible
	Date Due
	Completed On

	Speaker(s):
	
	
	

	Contact Name Speaker Office:
	
	
	

	Dev. Contact for Speaker:
	
	
	

	Topic - Speech/Presentation:
	
	
	

	Event Timeline:
	
	
	

	Written Program at Event:
	
	
	

	Misc.
	
	
	



	President
	Person/Dept. Responsible
	Date Due
	Completed On

	Attending Event (Yes/No):
	
	
	

	Speaking at Event:
	
	
	

	Dev. Contact for President:
	
	
	

	Pres. Office Contact:
	
	
	

	Dev. Contact Draft Remarks:
	
	
	

	Confirmation w/ Pres. Office:
	
	
	

	Special Arrangements:
	
	
	

	Misc.
	
	
	



	Venue
	Person/Dept. Responsible
	Date Due
	Completed On

	Location (and Contact Info):
	
	
	

	Caterer (and Contact Info):
	
	
	

	Dev. Contact - Venue/Caterer:
	
	
	

	Menu Type (Buffet/Sit Down):
	
	
	

	Menu Ideas:
	
	
	

	Beverages (Alcohol?):
	
	
	

	Decor (Linens/Colors):
	
	
	

	Centerpieces (Yes/No):
	
	
	

	# of Tables:
	
	
	

	# of Seats at Tables:
	
	
	

	Position of Tables:
	
	
	

	Coatcheck:
	
	
	

	Podium/Stage/Light/Sound:
	
	
	



 (
Updated
 
9/14/20
) (
2
)
	Venue
	Person/Dept. Responsible
	Date Due
	Completed On

	A/V (Yes/No and Type Dueed):
	
	
	

	A/V Contact Info:
	
	
	

	Registration Table:
	
	
	

	Entertainment (Yes/No):
	
	
	

	Entertainment Info:
	
	
	

	Parking (Paid/Unpaid):
	
	
	

	Misc.
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