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COSA EVENT PLANNING

Event:       

Date: 



Time:          

Expected Participants:               




 

Campus: 






          # Participated:

Purpose:












	Needs
	Person Responsible 
	Deadline
	Comments
	          Completed 



	Decorations and supplies needed
	
	
	
	

	Entertainment
	     
	   
	
	    

	Food
	
	
	
	

	Service request (maintenance)
	
	
	
	

	Marketing

Email:

Fliers:

Other:


	
	 
	
	    

	Names & times of persons working event.

Set-up:

Implementation:

Clean-up:


	 
	
	
	

	Room Reservation
	     
	
	
	

	Evaluate event
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Vehicle 





Staff Member attending, event 








