EVENT PLANNING CHECKLIST

Use the checklist below as a guideline when planning events. Note: Some of these items may or may not apply to your event, and are provided as suggestions only.

Preparing for the Event

· Determine theme of event.
· Set a date: Ensure there are no conflicts with other major events that have overlapping audiences.
· Book venue as soon as possible. Remember to ensure accessibility for people with a disability and who require accommodation. (Visit http://www.aoda.utoronto.ca/ for more information regarding the Accessibility for Ontarians with Disabilities Act.)
· Determine budget.
2 Months Prior:

· Workback Schedule: Create a timeline for the event by working backwards from event date. Invitations should be mailed 4-6 weeks prior to the event; RSVPs requested 1 week prior.
· Book caterer, beverage services, florist, entertainment or audio equipment (U of T Media Services 416-978-6532), photographer, room setup. Get confirmation in writing.
· Check disability accessibility and inform attendees.
· Book reserved parking for VIPs if necessary.
· Enlist volunteers.
6 Weeks Prior:

· Send out invitations and/or flyers—in print and electronically (depending on budget). Include the following wording: “If you are a person with a disability and require an accommodation, please contact xxx by xxxxx (date).” Also indicate where the accessible entrance to the building is located.
· Promote the event through newsletter updates and on the web.
· Identify which university representatives will be in attendance.
2-3 Weeks Prior:

· If invitations come back to your office with invalid addresses, or if alumni call to update their address, forward to address.update@utoronto.ca.
· Send out media advisory and public service announcements, if event warrants.
1 Week Prior:

· Re-confirm all logistics (florist, caterer, parking, room bookings, photography, volunteers).
· Schedule delivery times for special equipment (tables, audio-visual equipment and props).
· Notify the caterer if RSVPs are significantly higher/lower than estimated. (A good rule of thumb: Multiply the order by 1.5 times the number of RSVPs.)
· Prepare briefing package for key participants including, as appropriate, background information, itinerary/agenda, speaking notes, copy of invitation, RSVP list, bios and photos of individuals (current and/or prospective donors, sponsors) you want to ensure receive attention by university representatives.
· Prepare nametags (if using).
· Print out the guest list in alpha order.
· Make direction and welcome signs.
· Brief the hosts and greeters.
· Check back with media if interested. Prepare media packages.
The Big Day!

· Arrive early. Put up signage.
· Check all facilities and grounds; be familiar with location of event, cloakroom, washrooms, etc.
· Arrange nametags in alpha order; bring blank nametags and a black marker for guests who didn’t RSVP.
· Bring copies of all instructions, directions, phone numbers, keys, extra parking permits, seating charts and guest lists.
· Take photos for the web, newsletter and/or donors/sponsors (as budget permits).
· Make sure tables with promotional materials are set up.
· Set up a media table if appropriate.
· Relax and smile! Never tell “war stories” to your guest or intimate that things may be less than perfect. Chances are that no one but you will notice minor event hiccups.
After the Event

· Summarize costs and compare with original budget.
· Summarize what worked well and what didn’t to use for future reference.
· Send thank-you letters (if appropriate).
· Put together an event highlights on your website.
· Input any new contact information into RSVP list.
