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Event Checklist

Event: 




         Date: 



 



Have you . . .

(
Checked for possible date conflicts?

(
Checked availability of venue (Ballroom, SC Lobby, SC Amphitheater, SC Meeting Rooms, SGA 

Courtyard, Market, Terrace, Mitchell Center)? 

(
Submitted proposal to the Board?  Did it pass?

(
Reserved venue and dressing room(s)?

(
Completed space reservation request form (Rec. Center, Playing field(s), Wright Auditorium, 

anything other than the SC)?

(
Made a rain plan for outdoor events?

(
Advisor has confirmed date and requested contract?

(
Requested Liability Release Form (Trips & Tours/Novelty)?

(
Secured event insurance (Concerts, Novelties, Trips)?

(
Prepared itinerary (Trip & Tours/Full day of scheduled events)?

(
Submitted technical request?

(
Secured stage?

(
Secured lighting?

(
Secured sound?

(
Printed and stamped tickets?

(
Submitted Promotions Request?

(
Requested promotional material from agent (ad slicks, posters, t-shirts, buttons, CDs, videos, etc.)?

(
Submitted request for door prizes or sponsors?

(
Scheduled committee members to promote event (hang flyers, word of mouth, etc.)?
(
Arranged for electrician/security?

(
Reserved hotel room(s)? 

(
Reserved out-of-town/local transportation? (SGA Van - 6-7191)
(
Issued requisition(s) for performance fee(s)? (Financial Director)

(
Completed event evaluation (USA and NACA) and turned it in to advisor?

(
Merged all files at end of the event?

(
Other 












