SPECIAL EVENT CHECKLIST

Name: ________________________________________________________________________________

Event Type: __________________________________
   Location: _______________________________

Date/Time: ____________________
Budget: _____________     Account: _______________________ 

Planning Committee:  ____________________________________________________________________

SET-UP & ARRANGEMENTS
Who         Date
· Institutional Event Notification Form submitted to IA Event Services. 
_____
_____

· Reserve Space (location & contact): ________________________________________
_____
_____

· UC Reservation Form submitted to University Scheduling.
_____
_____

· Special Event Requests/Work Orders submitted to SSC. Maintenance Connection
_____
_____

· Reserved Parking: UPD  Special Event Parking Request
_____
_____
· Security Requests: UPD melissa.perkins@tamucc.edu
_____
_____

· Catering order submitted to Chartwells. Catertrax.com
_____
_____
· Serving alcohol – Complete the Request to Serve Alcoholic Beverages on Campus Form
_____
_____

· Program agenda and entertainment planned and approved by:____________________
_____
_____

· Room layout: ___________________________________________________________ 
_____
_____

· Room decorations: ______________________________________________________
_____
_____

· Table decorations: ______________________________________________________
_____
_____

· Special signage/directional signage submit to Print Services. 
_____
_____
· Media Services request sent to IT. Special Event Support
_____
_____

Services requested: ______________________________________________________

· Printed materials, promotion, video services and photographer requests sent to MarCom.
_____
____
MarCom Campaign Request 
_____
_____

· Golf Cart Reservations
_____
_____
· Valet parking services – Harbor Parking – 361.850.7154
_____
_____

· External Vendors
_____
_____
· Schedule a walkthrough
_____
_____
INVITATIONS & PUBLICITY
Who
 Date
· Program participants notified and provided with agenda/run of show.
_____
_____

· Invitation list compiled (Media, Administration, Students, Community, Other)
_____
_____

· Request mail list. IA Data Report/Request Form
_____
_____
· Invitations designed, printed and mailed. _______________________________________
_____
_____

· Program booklets designed, written and printed. _________________________________
_____
_____

· News Release(s) written and distributed.
_____
_____

· Media Alert/Photo Opportunity notices written and distributed.
_____
____
· Other publicity ____________________________________________________________
_____
_____
STAFFING
Who
 Date
· Assign staff tasks. 
_____
_____

· Appoint an emergency lead.
_____
_____
· Provide staff with run of show and assignments.
_____
_____

· Schedule a staff briefing.
_____
_____

REGISTRATION AND PROGRAM REHEARSAL
Who
 Date
· Schedule seating meeting.
_____
_____

· Print Name Badges
_____
_____

· Schedule program rehearsal. _______________________________________
_____
_____

· Electronic or paper check-in. _______________________________________
_____
_____

· Send reminders and “Day of” information (check-in, parking, etc.)
EVENT DAY
Who
 Date
· Event Cart ready.
_____
_____

· Schedule program rehearsal. _______________________________________
_____
_____

· Set up communication system (group text) with event leads.
_____
_____

· Arrive early to check the room, equipment and set-up.
_____
_____

· Schedule program rehearsal. _______________________________________
_____
_____

· Clean-up and pick-ups
_____
_____
POST EVENT
Who
 Date
· Send a guest survey.
_____
_____

· Post pictures, stories, etc.
_____
_____

· Send “Thank Yous”
_____
_____

· Ask staff for feedback.
_____
_____

· Schedule a debrief with the event planning team. 
_____
_____

