	Event Checklist

Student Life & Recreation


  Agency 

            
     Phone 
           
  Fax ________________            
  Address ___________________________________SS#__________________
   








FED- ID#
   Novelty Act  
           


    Contact 
                   
     

_
   Date of Event                                                                             Time 

_
   Campus 

    




   Cost $
 


_  

	Task
	Date 

Completed
	Date Sent/Signed
	Comments

	Special Event Form

Approved
	 
	 
	

	General Requisition 

Submitted w/SS# or 

Fed ID
	
	
	

	Complete Contract & Addendum to Vendor and sent to VP 
	
	Vendor
VP


	

	Vendor Application & W-9 Completed and sent to Business Office
	
	Vendor
Bus. Office


	

	Vendor Invoice Completed/Signed/sent to Business Office
	
	
	

	Pink Copy of PO sent to Business Office
	
	
	

	Promote Your Event

(flyers, email, Panther Pause)
	
	
	

	Check with Business Office regarding Payment
	
	
	


