CHECKLIST

<NAME OF EVENT>

<Date>

PRIOR TO THE EVENT



Set time and location
 




Reserve room with appropriate staff



Create invitation lists (if needed)



Faculty:
 




Students: 
 




Media:





Other:





Develop program lineup (minute by minute)



Check length of time of program



 Include introductions and closing



Check President’s calendar (if you would like her to be available)



Send information to PIO (Lots of lead time if this is a major event)



Send out Media Alerts (PIO)



Post to DAAG
 
 (decide when)


Create posters for campus postings/off-site if necessary



Collect materials to develop background for introduction



Provide theater with lighting and sound requirements (AV Plan)



Contact Media Services for videotaping for Channel 26 & AV



Have PIO contact key press



Have speaker(s) sign TV Release form if this is a videotaped event



Arrange Parking with Safety and Security



Send out Parking information



Arrange refreshments (Optional)



Room Decorations: banner or other signage 



Arrange for College photographer through PIO



Arrange a tour if time is available of facilities

Day of the Event:



Set up room : chairs, signage, refreshments 



Have press materials ready to go



Purchase gift for speaker(s)

Post-Event:



Send out press release



Post event information  to Website, Net News  



Send  tape to Channel 26 



Thank you notes to participants 

