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STUDENT ORGANIZATION EVENT CHECKLIST

BEFORE THE EVENT: 
Plan to have these tasks completed at least one month prior to the event.

· Secure lecturer and/or panelists

· Presentation title

· Reserve date

· Reserve space and equipment

· Invite faculty advisor

· Apply for funding

· Advertise

· Request RSVPs

Plan to have these tasks completed one week prior to the event.

· Confirm lecturer and/or panelists

· Confirm presentation title

· Confirm food

· Reminder to all event RSVPs, Faculty advisor

· Advertise

AFTER THE EVENT:
Plan to complete these tasks within one week of the event.

· Thank your speaker

· Thank the funding source

· Submit follow up paperwork

· Add your event to renewal form

