
Suggested  Timeline  and  Checklist  for  Event  Planning  
  
Event  
Name:  

	
  

Date:   	
  
Location(s):   	
  
Planner/Prime:   	
  
Description:   	
  
Purpose:   	
  
Time:   	
  
#  of  Guests:   	
  
VIPs:   	
  

  

Three to four months before the event 
 

 
Activity 

Person 
Responsible 

Due Date 

Establish planning group and appoint chair 	
   	
  
Hold planning meeting re event goals and details 	
   	
  
Establish responsibilities 	
   	
  
Determine funding and budget sources 	
   	
  
 
Reserve date on key attendees’ calendars 

	
   	
  

Determine & reserve venue/avoid date conflicts with major events 	
   	
  
Confirm speaker and speaker needs 	
   	
  
Block hotel rooms for out of town speaker, VIP guests 	
   	
  
Determine guest list 	
   	
  

 

Two to three months before the event 
 

Create and order save-the-date cards, invitations, response cards 
and related materials (i.e. map, etc), OR meet vendors to discuss 
print materials needed for event. 

	
   	
  

Discuss and determine what publicity measures will be utilized 	
   	
  
Draft program agenda 	
   	
  
Determine signage requirements (pedestrian & vehicle) 	
   	
  
Determine on-site registration procedures, including ushers 	
   	
  
Book event with caterer and establish preliminary menu 	
   	
  
Contact Public Safety for parking assistance 	
   	
  
Contact Public Safety for safety and security assistance 	
   	
  
Contact a fleet service if transportation will be required 	
   	
  

Contact vendors as required for: color schemes, 
chairs,  tables, flowers, plants, and other decorations 

	
   	
  

Mail save-the-date cards 	
   	
  
Begin creating a logistical outline to document arrangements as 
decided or confirmed 

	
   	
  



Six weeks before the event 
 

Activity Person 
Responsible 

Due Date 

Insure that all publications for the event have been made and 
tickets are available for sale 

	
   	
  

Arrange for photographer 	
   	
  
Send print invitations 	
   	
  
Arrange a team of volunteers 	
   	
  

 

Four weeks before the event 
 
Approve final program/agenda 	
   	
  
Draft script or talking points for speakers 	
   	
  
Work with Director of Communication on copy for internal and 
external publicity 

	
   	
  

Meet with vendors on site, follow up on all orders 	
   	
  
Consider site preparation (special cleaning, equipment and trash 
removal) (Contact Facilities Operations for assistance) 

	
   	
  

Prepare event signage 	
   	
  
Send electronic invitations 	
   	
  

 

Two weeks before the event 
 
Send out reminders 	
   	
  
Review staffing assignments for day of event 	
   	
  
Meet on site with operational staff such as transportation officials 
and ushers to discuss responsibilities 

	
   	
  

Meet with caterer on site to discuss setup and final menu 	
   	
  
Send out attendance update to planning team/key players 	
   	
  

 

One week before the event 
 
Send caterer final count 	
   	
  
Print programs, name badges, seating charts, place cards, etc. 	
   	
  
Confirm arrangements with vendors 	
   	
  
Confirm seating chart diagram 	
   	
  

 

24 Hours before the event 
 
Contact caterer to verify all arrangements 	
   	
  
Confirm security requirements 	
   	
  
Ensure tent, chairs, tables, stage, podium are in place 	
   	
  
Gather all presentation items 	
   	
  
Prepare event box with any supplies, such as tape, string, zip ties, 
staplers, clip boards, baskets, etc. you may need 

	
   	
  



Day of the event 

Activity Person 
Responsible 

Due Date 

Check location setup to include chairs, tables, podium, food 
Arrange printed material, nametags, etc. on registration table 
If applicable, place mailing list sign up sheet on reg. table 
Check sound and lighting equipment with technical crew 
Ensure space and hook-ups are available for media 
Ensure decorations are in place 
Place water at podium 
Refer event closing checklist 

One to five days after the event 

Write thank you notes to speakers, volunteers, staff and others as 
appropriate 
Complete online survey for the event with suggestions for future 
events 
Coordinate event story and photographs with Communications 
Send any email address updates to the Performing Arts 
Department for future event information 
Ensure final attendance list is correct so that all contact reports/ 
notes can be entered into database 
Conduct event meeting to discuss success or ways to improve 


