Event Work Order 

Event Name
 (What is it called?)

Event type
 (brief – lunch, lecture, meeting)

Event date
(month, date)

Event time
 (start – finish)

Attendance 
 (exact number or range ie, 20 -40 people)


On-campus guest only? Off-campus guests?



Anyone special (mayor, President, etc) coming?



Meeting space (s)
 (Building and room)

Main contact
 (list work/cell numbers, email addresses)

STO Unit number
010-xxxxx

Overview

· Can be helpful to give an overview of your event, especially if there are multiple locations and/or days

Facilities 
(think about heat, cooling, tables/chairs, extra garbage cans)
· Air-handling:  During regular building hours. 
· Custodial: extra coverage needed

Public Safety

· Parking: Guests will park in the Buntrock lot.
· Expecting 12 passenger vans; guests will arrive via Metro Express
Bon Appetit

· Pat, main contact, is working with BA regarding food and beverage arrangements. 
· Remember, even if you aren’t doing a catering order, it’s helpful for BA to know your event is happening 
Buntrock Commons
· Room set: Standard set 
· Media:  Standard set (mic, podium & screen) – at this point will not need media 
Lion’s Pause

· Set-up (chairs, tables, etc.)
· Sound, lighting needs
Broadcast Media

· Streaming needs
· Media outside of Buntrock 
Student Organization Members
· What does set up entail?
· Any rehearsals needed?
· What will members be doing during the event?
Schedule  

11:00 am
                Org members arrive for set-up

11:30 am                Greet guest speaker 
11:30/11:45 am      Guests arrive 

11:45 – 1:00 pm     Lunch 

1:00/1:30 pm          Event End 
1:30 pm                  Org members clean up

