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CHECKLIST & ACTION SHEET


	Event Title 
	
	VC Involvement 
	

	Date 
Time
	
	PR & Media
	

	Location 
	
	Photography
	

	Funding Body
	
	VIPs Attending
	

	Banners
	
	
	

	Faculty or Dept Contact:
	

	Cost Code
	


	Activity
	Responsibility/Action Area
	Due Date

	Planning 

	· Confirm Date /Time  – e.g. Thursday 7 June 2012
· Location – e.g. Brown Precinct, Casuarina campus 
	
	

	· Send diary request for VC, Ministers and other VIPs
	
	

	· Book photographer
	
	

	· Compile invitation list
	
	

	· Confirm MC for Opening
	
	

	Program

	· Develop draft program and run sheet
	
	

	· Finalise program and run sheet 
	
	

	· Book and confirm Welcome to Country
	
	

	· Prepare briefing / speech notes for VC & VIPs (if required)
	
	

	· Forward final program and run sheet to VC & VIPs. 
	
	

	Invitations

	· Prepare invitation list 
	
	

	· Distribution – send out invitations

· Send out with Campus Map
	
	

	· Monitor and collect RSVPs 
	
	

	· Follow up with invitees who have not RSVP’d
	
	

	· Send through RSVP list to VC including VIPs attending
	
	

	· Prepare name badges for invited guests (if required)
	
	

	PR/MEDIA

	· Prepare media release
	
	

	· Invite media to attend the event
	
	

	· Handle media enquiries on day of event
	
	

	Facility Requirements

	Book Location  

· [enter name of location/venue here]
	
	

	Arrange equipment

· 4 x trestle tables

· 4 x A-Frames

· 1 x PA System, Lectern, Microphone

· Plants 

· Flags 
· 40 x Chairs 
	
	

	Security

· Advise security of event and if VIPs are attending
	
	

	Grounds

· Ensure areas around building are clean and tidy
· Pathways to be blown clear prior to event
	
	

	Cleaning
· Ensure buildings are clean and consumerables have been stocked up. 

· Ensure adequate bins are placed around building area
	
	

	Signage

· Prepare directional signage for event, including car park signs
	
	

	Catering

	· Book catering with local caterer
	
	

	· Advise caterer of final numbers 
	
	

	Staffing

	· Meet and greet VIPs on day of event
	
	


	DISTRIBUTION LIST

	Contact/s
	Department/School/ Faculty
	Phone
	Mobile
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