University of Mary Washington
Student Activities and Engagement
Event Planning Checklist


This checklist is here to assist your group in planning a successful event.  Please know there maybe some things on this checklist that were left out. If you have questions please come into Student Activities and speak with one our staff members – we’re here to help you host a successful event!


	Name of Event: 
	[bookmark: Text1]     

	Date of Event:
	[bookmark: Text3]     
	Start Time:
	[bookmark: Text4]     
	Location:
	[bookmark: Text5]     

	Event Purpose: 
	[bookmark: Text2]     



[bookmark: Check1]|_| Brainstorming: (you should start this 1-2 months in advance)
Determine type of event:
	· Comedy Show
	· Dance
	· Outdoor Activity

	· Concert
	· Festival
	· Panel Discussion

	· Conference
	· Lecture
	· Other: _________________

	
	
	


[bookmark: Check10]|_| Does the event serve as a need not previously met on campus?   Yes  /  No

[bookmark: Check8]|_| Projected Target Audience:  (try to estimate the number of people in each category if they apply)
	· Undergraduates ____     
	· General Public  ____
	· Children  ____

	· Faculty / Staff  ____
	· Graduate Students  ____
	· 



[bookmark: Check9]|_| How many volunteers do we need to make the event happen?  _______

[bookmark: Check12]|_| Should this event be Co-Sponsored?    Yes / No           If yes, list group(s):  _______________________

[bookmark: Check11]|_| Do we have the resources to make it happen? (i.e. financial, time, people…)    Yes / No

[bookmark: Check16]|_| Will you charge admission?    Yes / No   
      If yes, how much?  (use this info as you develop  your budget)  _________________________

Now that you have figured out what kind of event you will be programming, take these steps to make sure it happens:
	
1. Scheduling: 
[bookmark: Check3]	|_| Check the Event Calendar to find which dates are available. 
[bookmark: Check4]	|_| Check with your club/performer to decide which is the best day for them since you might get a better 
	     rate if they are traveling through the area  (this only applies If your event requires a performer ).
[bookmark: Check5]	|_| Reserve your space by filling out the Room Reservation Form. 
[bookmark: Check6]|_| Schedule a meeting with the Director or Assistant Director of Student Activities and Engagement to discuss the event.

Remember:  If you are cancelling an event, send an email to Student Activities as soon as possible so that others might use the space and the student staff scheduled to support your event know they are no longer needed.


2. Meet  with a staff member in STUDENT ACTIVITIES to discuss your event and complete the paperwork needed:
[bookmark: Check13]	|_| Submit a Sound Tech Request.
[bookmark: Check14]	|_| Submit Work Orders for services provided by Facilities (Tables, Trash Cans, Electrical Power, etc).
[bookmark: Check21]	|_| Submit Equipment Use Form (for any equipment you want to borrow from Student Activities).
[bookmark: Check15]	|_| Submit your request for Police Presence (Police must be present if you are collecting any money).
[bookmark: Check17]	|_| Submit President Request Form if you want her to attend (the earlier the better since her calendar 	
 	     tends to book up).
[bookmark: Check18]|_| Fill out proper contract forms (Performer’s Contract, UMW Contract  Amendment and an Invoice – 	      see Financial Techinial in Student Activities for help with these; ask her if you need to complete a Vendor Registration form).
[bookmark: Check20]	|_| Discuss what else needs to be rented, bought, or borrowed.
[bookmark: Check22]	|_| If you are showing a movie, find out what the cost of movie license will be.
	|_| If you are giving out prizes, be sure to go over the Gift Policy (if applicable).
	
3. Other things that you will need to make happen:
[bookmark: Check19]	|_| Talk to Dining Services to get a quote for a catering contract.
	|_| Obtain a Gift Log if you are giving away prizes or gifts (if applicable).
	|_| Sign up for the credit card for local and on-line purchases (if applicable).
	
4. Budgeting – some of the questions the Finance Committee will have are:
[bookmark: Check23]	|_| Have you received a quote for food from Dining Services?
[bookmark: Check24]	|_| Have you received a quote for any contracts you will be negotiating?
[bookmark: Check25]	|_| Do you have the space reserved? 
[bookmark: Check26]	|_| Submit your Budget request to the Finance Committee a minimum of two weeks before event.

· Applications are due by 5 pm the Thursday before you wish to go to Finance Committee.
· If you need help with your Budget Request, see us in Student Activities.
· If your budget is over 5,000 dollars, the budget is due 4 weeks before event. 
· Review the Finance Committee policies which can be found in the STUDENT ACTIVITIES Policies and Procedures Handbook (on line at www.umw.edu/Student Activities).

5. Week leading up to event:
[bookmark: Check30]|_| Reserve Student Activities Credit Card if you haven’t already – be sure to fill out the purchase 
agreement form and get 2 signatures from your club’s authorized signatory list.		
[bookmark: Check7]	|_| Contact Facilities Services to confirm setup, trash cans and power if your event requires 
	   	anything from facilities services.
[bookmark: Check27]	|_| Look at Room Reservation Calendar or Contact STUDENT ACTIVITIES (sae@umw.edu) to confirm 
your reservation.
[bookmark: Check28]	|_| Confirm Sound Tech Request.
[bookmark: Check29] 	|_| Confirm all contracts, invoices, and payment forms have been given to Student Activities.
[bookmark: Check31]	|_| Have Student Activities approve your publicity and spread it all over campus – be sure to post on 
bulletin boards only and please don’t use chalk on the sides of buildings. 
[bookmark: Check32]	|_| Confirm Catering Request in Dining Services.

6. Post Event Planning:
[bookmark: Check38]	|_| Make sure location looks the same as you found it.
[bookmark: Check34]	|_| Submit all receipts to Student Activities Financial Tech Office (be sure to make a copy for your club’s 
records).
[bookmark: Check35]	|_| Return Gift Logs if you gave out any prizes – be sure to get the log. 
[bookmark: Check36]	|_| Send written Thank You notes to volunteers and Performers.
[bookmark: Check37]	|_| Complete event evaluation. 

