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Tip Sheet:  Event Planning Checklist and Budget Worksheet for 
When Work Works Award Event
When planning your recognition event, consider the following tasks and how your volunteer committee may contribute to completing them.
Event Planning Checklist
	Task
	Volunteer(s)
	Deadline

	Decide when and where the event will take place and who will make arrangements with the contact person at the facility hosting the event
	
	

	Outline the program and who you wish to speak at the event or present the awards
	
	

	Contact speaker(s)
	
	

	Contact person who will distribute the awards
	
	

	Confirm receipt of shipment from CORE When Work Works Team after checking to see the engraved company name matches the packing list and there is no damage to the awards 
	
	

	Create the invitation
	
	

	Create list of whom to invite including contact information
	
	

	Send invitations/track RSVPs
	
	

	Write and send press releases to local media, or call local media- follow up with important media by phone or email
	
	

	Prepare and print the program agenda
	
	

	Prepare name tags & welcome table, greet attendees
	
	

	Prepare thank you notes 
	
	

	Track the budget and pay expenses
	
	


Budget for the Awards Ceremony

	Expense
	Amount
	Notes

	Facility
	
	

	Invitations
	
	

	Awards
	
	

	AV/IT equipment
	
	

	Refreshments
	
	

	Thank you notes
	
	

	Speaker fees
	
	

	Travel expenses for speakers arriving from out of town
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