Event Planner Check List
Event Name: ________________________________________________________________________

Event Type: _____________________ Date(s): __________________ Time(s): ________________

Event Contact:  __________________________________  Phone #: (______) ________________

Funding/Sponsoring DEPT’s Speedkey #(s): _______________ /__________________    

Invitation and Mailing (Coordinate with Marketing)
 

Mail by Date:  _____________________

Invitation(s): Stock or Custom: _______________________________Due date:__________
How many?  __________   RSVP cards: #______ 
Mail Services:  contact____________________​​___  date contacted ________________ 
Cost: $______ Mail Labels: #_______Postage Needed:  _________ 
Mailing List Received:(date) __________________________ 

Invitation Copy:  ________________________________________________  Ext. ______________

(   Event Services Needed:

( Venue:____________________________ Phone________________ Date Confirmed: __________

( Caterer:____________________________ Phone________________ Date Confirmed: __________

(  Florist: ____________________________  Phone________________ Date Confirmed: __________
(  Music/Entertain: __________________  Phone________________ Date confirmed: __________

(  A/V: _______________________________ Phone________________ Date Confirmed: __________

( UNO PD       : _____________        Phone________________ Date Confirmed: __________
(Parking Contact: _____________________ Phone________________ Date Confirmed: __________

( Lots Reserved:​​​​​​​​​​​​​​​​​__________________ Attendants: #________  Ped Signs?   Directional Signs ?

( Transportation: _____________________ Phone________________ Date Confirmed: __________

( Photographer: ___________________ Phone________________ Date Confirmed: __________

( Grounds:____________________________ Phone________________ Date Confirmed: __________

Bathrooms______________
Sprinklers_____________

Power________________

( Greeters / Ambassadors: ________________________________  
 Misc.:  ________________________________

Name Tags and program:

( Name Tags:_________________________________  Phone: _______________________

( Place Cards:#_____ (  Host Cards:#_____  ( Certificates:#____

( Calligraphy: ___________________    Phone: (___) __________    
Program: copy due by: _________________ Back from Printer: _________________
Program Copy from:  ___________________________________________  Ext. ______________

Event Schedule: ______________________________ Ext. __________ Due by: ______________

Event Remarks: _______________________________ Ext. __________ Due by: ______________

Event Briefing: _______________________________ Ext. __________ Due by: ______________

