SARBS Event Planning Checklist
Fill out this checklist before you begin planning your event so that you'll have the information on hand. Don't worry if you don't know the answers to some of these questions right now - just keep them in mind as you're going through the planning process. 

	Basic Information 

	Event Name:
	

	Event Date/Time:
	

	Event Location:
	

	Speakers or Special Guests:
	

	Expected Attendance:
	

	What other events are scheduled for CWEA at this time?
	

	What is the objective of the meeting/event?
	

	Do you have the resources to make it happen? If so, what is the budget line item for this event?
	

	Physical Needs 

	Will you need tables, chairs, portable backdrop, lectern, podium, etc.?
	

	If so, what do you need?
	

	How many do you need?
	

	How would you like to have them arranged?
	

	Will you be serving food or beverages?
	

	Do you plan on serving alcohol?
	

	Do you expect any guests with special dietary needs? 
	

	Will you use an outside vendor for food 
	

	Will you need any audio/visual equipment? 
	

	If so, what equipment will you need? 
	

	Will you need Internet or phone service in the room?
	

	Will you need someone to help you run the equipment?
	

	Preparing the Room

	Will you need to have the room cleaned? Before, afterwards, or both?
	

	How complicated is your set-up? Will you need to reserve extra time to accommodate for it?
	

	Is your event on the weekend or after-hours?
	

	If so, will you need to hire guards?
	

	Will you need to have someone unlock the room?
	

	Will you need heating/air conditioning?
	

	Guests

	How will your guests learn of the event?
	

	What parking accommodations will your guests need? 
	

	Will you need to arrange travel to/from the event for CWEA Leaders?
	

	Will you be giving out gifts to your speakers and/or attendees?
	

	Will you need to print up nametags for your guests?
	

	Are you expecting guests with disabilities?
	

	If so, what special accommodations need to be arranged?
	

	Publicity

	Is your event going to be public?
	

	If so, could your event have potential for announcement placement in new Clarifier?
	

	Have you reviewed your event with the SARBS Board member(s) assigned to your position?
	

	Will you need to print up flyers or advertising posters at Agencies/Conferences?
	

	Extra Notes

	Comments:
	

	Potential Issues: 
	


