	
                    
	


Student Organization:   

Event/ Project:



Date/Time of Event:  

Location: 

 


Projected Attendance: #                

Contact person/lead planner: 

                  Email: 

Purpose:

Theme:

Event/Project description:
Projected Expenses:  $  


Anticipated Revenues$



Key Arrangements – check only those items needed for implementation

  FORMCHECKBOX 
    catering    FORMCHECKBOX 
   entertainment    FORMCHECKBOX 
   contracts/payment    FORMCHECKBOX 
 facility reservation 
  FORMCHECKBOX 
    maintenance request                FORMCHECKBOX 
 A/V request
Publicity Methods:   FORMCHECKBOX 
 fliers      FORMCHECKBOX 
  e:fac/staff       FORMCHECKBOX 
 e:stu       FORMCHECKBOX 
  web calendar
 FORMCHECKBOX 
   welcome board     FORMCHECKBOX 
 campus TV monitors      FORMCHECKBOX 
  other:

Information Loop:  FORMCHECKBOX 
 Security     FORMCHECKBOX 
 Comm Relations
  FORMCHECKBOX 
   Others:

NOTES:

Is a floor plan needed?
      Is clean up crew needed?
       Are decorations  









       needed?

Planning Committee Task List

	What
	Who
	When
	Done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	NOTES:

“Thank You Note” List:


My Task List

	What I will do
	By When
	Done

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Special Notes to Myself!

Following the Event

    FORMCHECKBOX 
  Evaluation completed      FORMCHECKBOX 

Thank you notes sent     FORMCHECKBOX 
 Borrowed items returned

    FORMCHECKBOX 
  Money deposited
     FORMCHECKBOX 
 Invoices submitted for payment

    FORMCHECKBOX 
  Event report submitted to SLR
     FORMCHECKBOX 
 Self-Acknowledgment complete

Student Life & Recreation
PAGE  
1

