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 EVENT PLANNING 
GUIDE
When organizing an event, it is helpful to have a checklist to plan, execute, and evaluate your event. Not all of the items listed below pertain to every special event, but completing the checklist will ensure that you will not overlook the small details that are often crucial to an event’s success. Only complete the sections that apply to your event, and remember to attach notes, table diagrams, or other documents that will be helpful to your team. Every member of your team should have a copy of this guide.

Title/type of event:______________________________________________________________________________

Date(s) ____________________  Time(s) ____________________   Location(s) _____________________________
Estimated Attendance: __________________      Target Audience:_______________________________________

Theme: _______________________________________________________________________________________

Purpose/Goal: _________________________________________________________________________________

Related to student organization constitution, if applicable.
Expected Results: ______________________________________________________________________________

Planning




Assigned to:



Deadline:
(6-8 weeks out)

Initials & Date
( _______________ Budget Attached (Approved, w/breakdown of costs/funding sources) 
( _______________ Event Planning Agendas attached (including itinerary before, during and after event)

( _______________ Event date does not conflict with other campus events or sacred religious holidays.*

*To find a list of sacred religious holidays, visit https://www.interfaith-calendar.org/.  
Use www.ubalt.edu/calendar to check for other schedule conflicts.
( _______________ Contracts/invoices for pre-payment submitted to Rosenberg CSEI 1 months prior to due date (or longer depending on complexity of contract).
( _______________ Plan developed for closing and breaking down the event. 

Comments:____________________________________________________________________________________

Facilities 




Assigned to:



Deadline:
(4-8 weeks out) 
Initials & Date

( _______________ Event Pre-approval completed and approved for (room) ___________________
( _______________ Event Request completed and approved for (room) ___________________

( _______________ After Hours Usage Form approved for (time period) ___________________

( _______________ Room setup confirmed with CSEI (Contact:_____________) 
( _______________ Conference link set up if event is virtual or Hybrid. List platform used and include link (i.e. Zoom, Teams, etc.):_____________________________________________ Use UBalt credentials to create Zoom meetings to ensure full security features are available. Ensure the meeting is enabled with a password and consider using the waiting room feature for added security. You may also restrict access to only UBalt community members.
Attach diagram if necessary.
( _______________ Rain or inclement weather plans ____________________________________________________
( _______________ Multimedia Rquested:
( Powerpoint
    ( Microphone/Podium
( TV/VCR/DVD  
( Other:____________________________________
( _______________ Backup Plans if A/V is not available:______________________________________________
( _______________ Trash receptacles ordered for appropriate locations (for outdoor events)
( _______________ Coat racks or coat check available

( _______________ Permits or special permission obtained (for events with alcohol, gaming or street closures, etc.)

Comments:___________________________________________________________________________________

Guest speaker(s)/performers


Assigned to:



Deadline:

(6-8 weeks out)


Initials & Date

( _______________ Speaker(s) contacted and confirmed:_______________________________

( Payment for speaker(s):__________________________ (amount)  Notes:_________________________________
( _______________ Resume, photos and if necessary, press packet received

( _______________ Itinerary planned; notes:_________________________________________________________
( _______________ Lodging for Speaker(s)? _________________________________________

( Contract Rider Details: ____________________________________________________________________________




 Or attach contract/rider

( _______________ Transportation to and from destination arranged:___________________________________

( _______________ Restrictions on photographs, clarification of broadcast rights__________________________

Comments:___________________________________________________________________________________

Publicity/Promotions



Assigned to:



Deadline:

(4-6 weeks out)


Initials & Date

( _______________ Posters/flyers/programs designed and printed

( Advertising placed (specify publication – i.e. The Sting):______________________________________________
( _______________ Contact Marketing and Creative Services for specialized publicity.
( _______________ Easel signs created for event location

( _______________ “Event Today” easel signs created for day of event


Comments:___________________________________________________________________________________

Food and Beverage



Assigned to:



Deadline:

(4-6 weeks out)

( Breakfast     ( Lunch     ( Dinner     ( Reception     ( Snacks      ( Coffee/Tea     ( Other_________________    ( Caterer:___________________________________

Initials & Date

( _______________ Menu Arranged (list menu items): ______________________________________________

( _______________ Payment request completed and submitted with invoice/quote attached
( _______________ Seating arrangements determined; place cards printed, if applicable

( _______________ Table cloths
( _______________ Centerpieces, other table decoration:_____________________________________________

Comments:____________________________________________________________________________________

Invitations/Ticketing



Assigned to:



Deadline:

(4-6 weeks out)


Initials & Date

( _______________ Invitation lists gathered, updated; file name/location/notes:__________________________
( _______________ Invitation copy drafted, approved by:___________________
( _______________ Invitation method (Campus Groups, e-mail, other method, etc.) Notes:________________________________________________________________________________________
Comments:___________________________________________________________________________________

Check-in Details



Assigned to:



Deadline:

(4-6 weeks out)


Initials & Date

( _______________ Check-in table needed? (Must be requested from CSEI as part of room reservation).
( _______________ Name tags prepared, either pre-printed or blank
( _______________ Gather relevant brochures and materials to be distributed at check-in, and materials at check-out if applicable.

( Other check-in materials gathered, including:

· Pads, pencils, felt tip pens
· Programs and other literature

· Other:______________________________________________________________________________

Comments:___________________________________________________________________________________

Special Services



Assigned to:



Deadline:

(4-6 weeks out)

Initials & Date

( _______________ Creation of plaques, certificates portraits, etc. (specify)____)___________________________

( _______________ Contacted awards/trophy company and arranged payment/pickup:_____________________
( _______________ Gift for speaker(s) ______________________________________
( _______________ Accommodations for guests with special needs:____________________________________

Ensure marketing includes this statement: Please submit any requests for special accommodations at least 10 days ahead of the event.



Contact Disability and Access Services for more information. www.ubalt.edu/das 
Comments:____________________________________________________________________________________

Parking




Assigned to:



Deadline:

(4-6 weeks out)

Initials & Date

( _______________ Parking arranged through Auxiliary Services (specify lot(s)) ____________________________

( _______________ Map of parking lots, permit and directions mailed to guests/registrants.  Visit www.ubalt.edu/parking for more information and updates about current parking conditions.
Comments:___________________________________________________________________________________

Post-Event Evaluation



Assigned to:



Deadline:

(No less than 1 week after event)

Event Attendance:_________________ 

( _______________ Debrief Meeting planned (date, time & location) _______________________________

( All parties involved invited to Debriefing Meeting

( Written evaluation distributed to all involved

( Attach Debriefing Summary (including what went well, what didn’t go well, and plans for the future)
Post-Event Comments:


Event Planner

_____________________________________________

Signature




Date



President Approval
_____________________________________________

Signature




Date



Adviser Approval
_____________________________________________

Signature




Date

Comments:

Updated 10/31/22



The Event Planning Guide includes the entire set of 


details for this event.





Each team member has 


reviewed and understands the 


details of this event.





The Event Planner will notify team members of any additions, changes ,or modifications to major event details.  New versions of the event guide 


with updates will be uploaded 


to Campus Groups








