USC Event Checklist

Months Pre-Event (depending on event size):
[bookmark: Check1]|_| Coordinate with faculty coordinator(s) to establish all event expectations 
[bookmark: Check2]|_| Provide faculty coordinator(s) with Faculty Lead Info Sheet
[bookmark: Check3]|_| Reach out to all speakers with Staff Speaker Contact Template, modified according to event 
[bookmark: Check4]|_| Put speakers in contact with Hub Administrative Team for airfare & accommodation needs
|_| Submit Facilities Event Permit Application 
|_| Place any necessary large-scale orders (tables, flowers, linens, specialized AV, etc.)
[bookmark: Check5]|_| Place any necessary small-scale orders (folders, swag bag needs, paper goods, etc.)
|_| Set up RSVP system and online forms 
|_| Create promotional materials including RSVP information 
|_| Send out event information to faculty/students/other listservs

Weeks Pre-Event (depending on event size):
|_| Confirm with speakers/Hub Administrative Team that airfare & accommodation are finalized 
|_| Contact all requested caterers and schedule and finalize deliveries
|_| Continue to advertise event to faculty/students/other requested listservs 
|_| Send out event reminder emails to those registered (w/date reminder, parking info, etc.)

Day Before Event:
[bookmark: Check6]|_| Confirm delivery time and plan and re-share contact information with caterer 
|_| Confirm delivery time and plan and re-share contact information with all other vendors  
[bookmark: Check7]|_| Finish collating folders or print-outs for faculty/speakers/guests 
[bookmark: Check8]|_| Send out final event reminder email to listservs
|_| Send out final event reminder email to pre-registered guests (w/parking info, etc.)
|_| Send out final event reminder email to speakers (w/request for presentations, etc.) 
|_| Compile all speaker presentations if possible, test AV 
[bookmark: Check9]|_| Print out copies of RSVP sheet, ready to mark
|_| Generate and print speaker and attendee nametags 
[bookmark: Check10]|_| Prepare swag bags 
|_| Create hold/intermediary background slide 

Day of Event:
PRE:
[bookmark: Check11]|_| Bring all materials to event space at open of set-up window 
|_| Check on and prep room and seating, put up flyers on doors, etc.
|_| Collect and set materials from all day-of vendors 
[bookmark: Check12]|_| Collect and set up catering
[bookmark: Check13]|_| Set up and double-check all AV including light background music
DURING:
[bookmark: Check14]|_| Turn off background music 
|_| Maintain general cleanliness of event space 
[bookmark: Check15]|_| Provide AV support throughout 
|_| Provide other support as needed 
POST:
|_| Give out swag bags 
|_| Make sure all visitors are taken care of and have clear next directions / faculty guides 
|_| Clean up catering and event space, bring supplies back to office(s)

Days After Event: 
|_| Wash and return any table linens 
[bookmark: Check17]|_| Transmit any stray reimbursement requests from visitors to Hub Administrative Team
[bookmark: Check18]|_| Follow up consistently with Hub Administrative Team re: reimbursements & honoraria





