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Basic Information

Name of the Program: ______________________________

Date of Program:  _____ / _____ / _____

Intending Audience: _______________________________

Budget

Expected Budget: $________________________________

Other funds Include: _______________________________

Receipts

All receipts turned into Office of Student Engagement Accountants (if applicable) ?            Yes            No

Location/Venue

Primary Location(s):________________________________

Reservations were made:

       On: ________ / ________ / ________

       With: ________________________________________

       For:          Room       Chairs       Tables       Projector

       Price: $___________       Refundable?       Yes       No

Secondary Location(s):______________________________

Catering

Catering will be coordinated…

       On: ________ / ________ / ________
       With: ________________________________________

       Price: $_________________ per student

       Price: $_________________ total

Catering will be picked up          Yes       No
       Date: ________ / ________ / ________
Time: ___________________________________________
Location: ________________________________________
Transportation
         Yes          No
Reserved on: ________ / ________ / ________
Publicity

Type of Publicity:     Flyer       Email      Handouts        
       Table tents     
       Other: _______________________________________
Publicity will be designed by:       

           Student Center Marketing & Graphics        
           Student Organization Member       
           Other

Publicity was printed…

       On: ________ / ________ / ________
       With:________________________________________

       Price: $______________________________________

Publicity will be picked up…

       Date: ________ / ________ / ________
       Time: _______________________________________

       Location: _____________________________________

Publicity will be put up…

       Date: ________ / ________ / ________
       Time:________________________________________
Publicity will be taken down…

       Date: ________ / ________ / ________
       Time: _______________________________________


Hotels

Reservation was made…

       On: ________ / ________ / ________
       Name of hotel: ________________________________

       Under what name: _____________________________

Reservation Includes…

    Parking      1 Bed       2 Bed      Breakfast       Wi-Fi
T-Shirts

X-Small __________________________________________

Small ___________________________________________

Medium _________________________________________

Large____________________________________________

X-Large__________________________________________

2X-Large_________________________________________

Total ____________________________________________

T-shirt Design:       Yes                  No

T-Shirts were paid…

       On: ________ / ________ / ________
       With:       RSO P-Card via Accountants        

                        Member Credit Card

Contracts

Does our event need a contract?        Yes        No
Contracts are required in situations in which an RSO intends to pay for a service. Examples of services which require contracts include but are not limited to: catering, on/off-campus venue rentals, DJ, guest lecturers or keynote speakers, performances, etc. ALL contacts must be processed through Student Involvement.

Supplies

Shopping will take place…

On: ________ / ________ / ________
With: ________________________________________________

Where: ________________________________________________

Payment:

______________________________________________

Shopping list includes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
*Checklist adapted from University of Nebraska - Lincoln

Program/Event Checklist


**This is meant to be used as a guide & may not be an all-encompassing list**








