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Campus & Community Life

Event Planning Checklist
Program: ________________________________________________________________

Day and Date of Event: _________________________
Time: __________________
Location: ____________________
Rain Location/Rain Date: ____________________
Co-sponsorship: _________________________
Number anticipated: _____________
8 weeks or more prior to the event:
__________
Investigate possible dates for the program. 

· Check IUPUI Web Calendar for all campus events:   http://events.iu.edu/   
· If there will be support from an academic department, check department calendar
__________
Reserve the necessary facilities, including rain location.  

NOTHING ELSE SHOULD OCCUR UNTIL YOU HAVE A CONFIRMATION ON A FACILITY.
__________
Review your budget

__________
If a contract is necessary, request a sample contract from the vendor/agency.  Do not sign a contract until the contract has been reviewed and until you have confirmation on a facility. If a proposal for JAC funding will be submitted, the contract should not be signed until funding has been confirmed

__________
Determine who, from your organization, is going to be responsible for different aspects of the event and develop a calendar so that everyone knows what has to be done, when, and by whom

__________
Meet with your advisor to discuss exactly what you plan to do

__________
Develop a marketing plan – how will you tell the world? 

· Determine possible tie-ins to other events, collaborative opportunities
· Obtain necessary quotes on printing and other services
· Design and order printed publicity pieces
· Reserve information tables
· Pick up forms for Sagamore Activities Page, IUPUI Web Calendar, Table Tents, Posting – available from Campus & Community Life, UC 002, or on-line at http://life.iupui.edu 
__________
Obtain sample catering menus, if necessary (Note the time when a final selection and quantity has to be submitted)
6-8 weeks prior to the event:
__________
Obtain all signed contracts

__________
Contracts, vendor invoices, etc. turned into Campus & Community Life (CCL) as soon as possible so that payment can be arranged

__________
Order printed publicity (posters, table tents, etc.)

__________
Order A/V equipment

__________
Review IUPUI facility policies regarding programs, noise, food, and special situations

__________
Meet with a representative from CCL regarding special needs, such as:  electrician, security, additional staffing required, rented equipment, grills, balloons/helium, amplified sound, special staging, use of the UC North Courtyard

__________
Order any additional equipment/materials needed (tables, chairs, staging)

__________
Submit event information for IUPUI Web Calendar to CCL

__________
Place order with the caterer


5-6 weeks prior to the event:
​__________
Submit printed publicity to CCL for posting

__________
Submit reservation for table tents, if applicable

__________
Confirm reservation of information tables

__________
Submit information for Sagamore Activities Page (publicity recommended to be run 3 weeks, 2 weeks, 1 week prior to and the week of the event)
4 weeks prior to the event:
__________
Review the budget.  If the group is overspending, cut back

__________
Meet with CCL Office Manager to request any necessary checks (JAC Funding)

__________
Recruit volunteers for all aspects of upcoming event, as necessary
2 weeks prior to the event:
__________
Meet with necessary parties to discuss any needed changes in room configuration

__________
Finalize necessary security/staffing arrangements through CCL
__________
Review all necessary confirmations:  room, A/V equipment, copies of signed contracts, etc.
__________
Meet with advisor for an update on your progress

__________
Review any special rules regarding the facility/venue prior to the day of the event

__________
Last possible date to submit a vendor’s invoice to CCL

__________
Submit event information to JagNews via jagnews@iupui.edu
1 week prior to the event:
__________
Contact the contractors to confirm all event details

__________
Determine who is meeting the entertainment/guest, when, and where Provide maps/directions to campus as needed

__________
Review all responsibilities for individuals involved with the actual program.  ** Someone from your organization needs to be present from the time the event space has been reserved through the end of any post-event responsibilities (such as disposing food and cleaning up)

__________
If food is to be purchased and brought to campus, make final arrangements (quantity, source, storage, etc.)

__________
Make any final catering arrangements
Day before the event:
__________
Pick up vendor(s) check(s) from CCL

__________
Make any final purchases

__________
Review itinerary with club members/volunteers responsible for various program components
__________
Determine who will introduce the entertainment/guest
Day of the event:
__________
Responsible party to meets with caterer, vendors, speaker, entertainer as applicable
__________
Decorate/prepare room as appropriate
__________
Don’t forget the check(s)
__________
Enjoy the event!
After the event:
__________
Clean up the area
__________
Facility shutdown
1-2 days after the event:
__________
Complete an event profile to be placed in the club’s files for future use
__________
Coordinate an evaluation meeting for all interested parties. Review budget, program evaluations.  File notes with the event profile
__________
Submit any final receipts for payment
__________
Send thank-you notes to anyone who helped, including faculty, co-sponsors, volunteers, entertainers, special guests
__________
Check with facilities manager to ensure there were no problems or incurred charges
__________
Make sure all contractors/vendors have received payment
SAMPLE EVENT BUDGET LEDGER

Event: ____________________________________   Date of Event: _____________

Location: _____________________________    Time: ________________________

Event Coordinator: _____________________________________________________

Total Budget for Event:  _______________________________________________

INCOME

	Budget
	Actual
	Source
	Notes

	$
	$
	Club Treasury
	

	$
	$
	Co-Sponsorship(s)
	

	$
	$
	JAC Funding/Funding from School Council
	

	$
	$
	Admission
	

	$
	$
	Other
	

	
	
	
	

	$
	$
	TOTAL INCOME
	


EXPENSES

	ENTERTAINMENT/PROGRAM

	Budget
	Actual
	Source
	Notes

	$
	$
	Contracted Artist
	

	$
	$
	Travel
	

	$
	$
	Meals (for artist)
	

	$
	$
	Food 
	Ordered from:

Final count due:

	$
	$
	Activity Supplies
	

	$
	$
	Prizes/Incentives
	

	$
	$
	Other
	

	
	
	
	

	$
	$
	TOTAL PROGRAM
	


	OPERATIONS/PRODUCTION

	Budget
	Actual
	Source
	Notes

	$
	$
	A/V Equipment
	

	$
	$
	Other Equipment Rental
	

	$
	$
	Technical Support Staff
	

	$
	$
	Electrician
	

	$
	$
	Facility Rental
	

	$
	$
	Security
	

	$
	$
	Decorations
	

	$
	$
	Other
	

	
	
	
	

	$
	$
	TOTAL OPERATIONS
	


	PUBLICITY

	Budget
	Actual
	Source
	Notes

	$
	$
	Flyers/Posters
	Dates:

	$
	$
	Table Tents
	Dates:

	$
	$
	Banners
	Dates:

	$
	$
	Other printing costs
	

	$
	$
	Ads
	

	$
	$
	Postage
	

	$
	$
	Other
	

	
	
	
	

	$
	$
	TOTAL PUBLICITY
	

	
	
	
	

	
	
	
	

	$
	$
	TOTAL EXPENSES
	


.  

