
Task Assigned to Date assigned Date needed Date 
completed

Assess The Assessment Plan
Explore Sites/Map Out Signage

Determine If The Different Areas Are Accessible
Determine Rain Plan

Determine Entry And Exit Points For All The Events
Who Are We Partnering With?

Who From The Student Body Is Going To Be Represented?
What Is Our Budget?

Department/Partner Contact List
Venue Selection

What Are Things Going To Cost/Swag/Food/Venue
Decorating Cost

Arrange For Photography/Videos
What Are The Technology Needs?

Identify Social Media And Existing Online Resources
Materials To Be Purchased

What Materials Need To Be Translated
Compile Student List

Estimate The Number Of Guest
Check Dates For Conflicts

Get Contracts For Everything You Need
Verify The Limitations (Campus Rules) For Food And Planning The 

Event
Make Sure There Is A Secondary Location

Hold The Date Cards/Email
Set Publicity Schedule

Draft Email Alerts And Email Notifications
Start To Prepare The Script For The Welcome Addition

Set Schedule For The Committee Meetings
Determine Timeline For The Event And Its Social Media Present

Screen #Hashtags And Search For A Unique One
 Possible Sponsors For Orientation

Review Designs And Posters For The Event
Prepare The Final Copies And Order The Marketing Above

Send Out Invitations Via Email/Mail
Set The Menu For The Week

Finalize Sound/Lighting Contract
Order Giveaways And Swag Items

Send Invitations Out
Distribute Marketing

Finalize Any Last Min Transportation Needs For The Event
Finalize Contracts For Rentals And Event Performers

Determine Campus Safety Needs And Community Emergency 
Responders

Determine Location And Needed Signage
All Supervisors To Review The Plan

Review And Revise Budget
Review Task Assignments

Send Out Remind To Students Who Have Not Registered Yet
Make Sure Marketing Is Contacted And That They Are Set Up To Be 

At The Event
Check Script And Make Sure It Is Sent To The Right Individuals For 

Approval
Soar Leader Training And When Will It Take Place

Confirm All Presenters To Be There
Give Catering The Estimate Number Of Attendees

Send Out Reminder To Student
Speaker Scrips/Schedules Sent Out And Calendar Invites

Playfair Hotel Reservations
Confirm All Reservations And Table Layouts

Confirm Room Reservations
Let Campus Security Know What They Are Doing

Equipment Rentals And Schedules
Prepare Welcome Packets And Swag Items

Confirm Things With Different Constituents
Confirm Set Up Times
Finalize Design Plans

Task Needed 6- 12 months prior to event/program

3-6 months prior to the event

2 months prior to the event

1 month prior to the event

2 Weeks Prior to the event

1 week prior to the event



Verify The Limitations (Campus Rules) For Food And Planning The 
Event

Contact Students Who Have Not Registered
Confirm Number Attending

Hold Training Of Soar Leaders
Finalize Check In Staff
Registration Procedure

Emergency Plan/Rain Plan
Reconfirm Event /Program Sites, Hotel Rooms And Transportation

Catering Finalized
Confirm Printed Materials

Finalize Meals And Snacks
Deliver Final Scripts And Schedules

Increase Social Media Presence #Hashtagsneeded
 Distribute Posters

Hold Final Walk Through Of Site
Cash If Needed?

Dress Code? Professional Staff? Student Leaders?

Lay Our Registration And Establish Your Headquarters 
Prepare Your Areas With Needed Materials For Easy Set Up 

Walk The Event Site And Make A List Of Last Min Needs
Confirm Online Links, QR Codes Are Working Properly

Organize Printed Materials For Easy Distribution
Make Sure All Petty Cash And Checks Are Ready

Arrive Early To Unpack And Inventory Supplies, Etc.
Have Evaluations/Assessment Forms Ready To Distribute

Take Pictures During The Event, Take Video, Ask People To Post On 
Social Media

Keep A Headcount During The Program
Review List Of Last Min Needs From Prior Day

Check for Updates in Schedule scripts
Reconfirm Snacks And Meal Schedule For Volunteers

Check With Volunteers To Ensure All Task Are Covered
Set Up Registration Area

Check Sound/Light Equipment And Staging Before Rehearsal
Review Details With Caterer

Review Emergency Plan And Campus Safety Involvement
Great Special Guest: President, VPs, Deans, Faculty

Wander The Venue To Ensure All Functions Are Running As Planned

Send Thank You Notes
Conduct Follow Up Meetings With Committees To Discuss The 

Program
Transcribe/Input/Analyze Evaluations And Assessment Forms

File Appropriate Reports

Day before event

Day of event

Task needed within a week after event
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