
Event Check List
	Planning
	

	Prepare outline of event
	❑

	Assign budget
	❑

	Prepare critical path
	❑

	Formulate guest list
	❑

	Choose venue
	❑

	Issue invitations
	❑

	Book catering
	❑

	Book entertainment
	❑

	
	

	External Considerations
	

	Access
	❑

	Car Parking
	❑

	Security
	❑

	Signage 
	❑

	Plan for bad weather conditions
	❑

	Health and Safety 
	❑

	
	

	Internal Considerations
	

	Layout
	❑

	Dressing
	❑

	   - Flowers
	❑

	   - Visual Materials
	❑

	Signage
	❑

	Toilets
	❑

	Cloakrooms
	❑

	Staffing 
	❑

	Catering
	❑

	Entertainment 
	❑

	Security
	❑

	Health and Safety  
	❑

	
	

	
	

	
	


	Catering
	

	Bar facilities
	❑

	Food
	❑

	Table layouts
	❑

	Table dressing
	❑

	
	

	Support Materials
	

	Sound
	❑

	Lighting
	❑

	Staging
	❑

	
	

	Publicity
	

	Press Release
	❑

	Photographer
	❑

	Inform Communications Office
	❑

	
	

	Special Needs
	

	Any special needs identified by guests
	❑

	Disabled access available
	❑

	
	

	Printed Items
	

	Badges
	❑

	Place cards
	❑

	Table plans
	❑

	Information packs
	❑

	
	

	Brief Relevant People
	

	Room Bookings
	❑

	Catering Services
	❑

	Estates
	❑

	Communications
	❑

	Development Office
	❑

	Vice-Chancellor’s Office
	❑

	All staff associated with the actual 
	❑

	running of the event
	


