Special Event Checklist
EVENT:  _________________________

DATE:  _________________________

LOCATION:  _________________________

TIME:  _________________________
	PLANNING OF EVENT
	DUE DATE 
	PERSON(S) RESPONSIBLE
	COMPLETED? 

	a.  Event information sheet
	 
	
	 

	b.  Orientation meeting
	 
	
	 

	c.  Staff/volunteer assignments
	 
	
	 

	 
	 
	
	 

	VENUE*
	 
	
	 

	a.  Reservation of facility
	 
	
	 

	b.  Set-up/layout map
	 
	
	 

	c.  Decorations completed
	 
	
	 

	d.  Safety check
	 
	
	 

	e.  Parking
	 
	
	 

	 
	 
	
	 

	EQUIPMENT
	 
	
	 

	a.  Complete equipment list
	 
	
	 

	b.  Reserve special equipment
	 
	
	 

	c.  Purchase orders
	 
	
	 

	 
	 
	
	 

	PUBLICITY
	 
	
	 

	a.  Flyer completed
	 
	
	 

	b.  Flyer distributed
	 
	
	 

	c.  Media Fact Sheet
	 
	
	 

	d.  Invitations
	 
	
	 

	e.  Photographer
	 
	
	 

	f.  Posters
	 
	
	 

	g.  Radio/TV/Newspaper announcements
	 
	
	 

	h.  Awards
	 
	
	 

	 
	 
	
	 

	MISCELLANEOUS
	 
	
	 

	a.  Special permits
	 
	
	 

	b.  Insurance
	 
	
	 

	c.  Maintenance/clean-up crew
	 
	
	 

	 
	 
	
	 

	FOLLOW-UP
	 
	
	 

	a.  Thank you letters
	 
	
	 

	b.  Media releases
	 
	
	 

	c.  Evaluations
	 
	
	 

	d.  Awards for staff
	 
	
	 


*Venue Considerations 

1. Sufficient Physical space 

2. Type of food service: buffet, sit down, stations 

3. Bars 

4. Music/entertainment 

5. Dancing 

6. Theme/decor/use of props 

7. Entrances/exits 

8. Applicable fire / police department code 

9. Seating

10. Service access 

11. Traffic flow & possible bottle necks 

