Checklist For Evest Planming

ldentify the tasks thal meed 1o be completed asd delegate them. Set a completion date for each lask. Cicle
the items that are relevant o your program. All ilems are not seeded for every program. Please feel free io

print this page and o it a oftes as needed,

BEFORE THE EVENT:
The budge:

Prepare proposed bisdget
Identify fundisg sources

Creneral:

Check the university calendar

Heserve facility

Prepare and sign cosfracts

Heswerve cquipment

Coordisate room sstup

Arrange for security

Arrange for dinabiliy sccommodntaons

Camply with Cornell policies :
Sabes

Fund- raisimg

LUse ol CU lago

Moiae

Boaline

Event Registralion FosmAFLIP

Decorations Commiliee:
Drecide on the theme
Design

Parchase Materials
Constnac

Emtertainment Conanaitiee:

Coniract performeris )
Poocess pay meniis)

Pramotien Cemmillee:
Develop stralegy and schadule
Dhcsigm posicrs

Wirite: and distribute press releases
Wrige and subma newspaper als
Wirile and submat rachod TV ads

Catering Camil lee:
Bl mewi
Chasnse caterer

Fraductbon Commitiee:
Arrange Tar equipnsnl
Arrangee far transponalon
Arrange for lodging
Arrange lar meak

Campletion date

Assigg el I [hate completed
Assigned 10 Dase completed
Assigned 1o Dale completed
Assigned 10 Diate completed
Assigised (o Drate completed
Asssigied 10 Date compheted
Assigreed 1o Date completed
Avalgreed (o Date campleted




