Faculty Lead Checklist
Please consult this resource if you are a faculty-member taking the lead on a USC event. Some of the below will only apply if you have invited visiting speakers. 

Months/Weeks Pre-Event (Depending on Event Size):
|_| Submit Events Request Online Form 
[bookmark: Check1]|_| Await communication with your staff point-person to establish all event expectations
|_| Await finalization of event pre-approval form 
[bookmark: Check3]|_| Reach out to all speakers with Speaker Contact Template, modified according to event 
|_| Continue to coordinate with speakers as necessary / requested 
|_| Approve/assist in generating event promotional materials  

Day Before Event:
|_| Touch base with speakers to ensure they have everything they need

Day of Event:
PRE:
[bookmark: Check11]|_| If necessary, walk speakers from hotel to event space 
|_| Arrive slightly early to assist with set-up / making sure speakers are comfortable 
POST:
|_| Make sure all visitors are taken care of and have clear next directions / faculty guides 


