Checklist for Special Events

Publicity

___ news release


___ radio PSAs


___ feature story


___ media interviews


___ media alerts

Invitations


___ mail


___ e-mail


___ phone


___ public announcement

Staff/Volunteers for Event


___ greeters


___ emcee, speakers


___ registration, tickets


___ PR representative


___ food servers

Facilities


___ arrangement, layout


___ decorations


___ setup and takedown


___ sound systems


___ A/V equipment, screen


___ podium

Signs


___ directions


___ information


___ nametags


___ registration

Display 


___ exhibits


___ film, video


___ products


___ information packets

Food


___ orders made


___ placement in event area


___ service and refills

___ website page

___ calendar listing

___ announcements, speeches

___ fliers, posters

___ social media

___ special guests/VIPs

___ media invitations

___ follow up-RSVP

___ entertainment

___ sponsors

___ security

___ parking

___ kitchen, food service area

___ chairs, tables

___ coat racks

___ safety exits

___ electrical outlets

___ outside event signs

___ banners

___ posters

___ promotion

___ photographs

___ publications

___ display tables

___ floral arrangements/centerpieces 

___ dishes, silverware

___ tablecloths, linen

___ dietary restrictions

Takeaways


___ information about the organization (fact sheet, FAQs, brochures)

___ fliers about upcoming events and activities

___ promotional items (buttons, pens, bookmarks etc.)


___ door prize, contest prizes

Event Contact People

Event Consultant/Planner

Name _____________________    Cell Phone _____________________

Food/Catering

Name _____________________    Cell Phone _____________________

Facilities

Name _____________________    Cell Phone _____________________

Media Relations

Name _____________________    Cell Phone _____________________

Registration

Name _____________________    Cell Phone _____________________

Security

Name _____________________    Cell Phone _____________________

