Checklist for planning special events

Give a copy of this checklist to each person on the staff and committee member concerned with planning the event.

Name and type of event:

Sponsored by:

Date proposed for event:


Time of day:

Inclement weather date and time:

Coordinator or event chair:  
Name__________________________  phone __________________

Address__________________________________________fax______________________

E-mail __________________________________________

Committee assignments:

Who:

The plan

The program

The invitation list

Publicity

Related events

Speaker’s platform

Master of ceremonies

Protocol

Parking, escorting, policing

Miscellaneous

After the event

