Event Checklist: 12/20/2007

WASHINGTON STATE

Event Name
Day of Week, Date, Year
Beginning & Ending Time

World Class. Face to Face.

As Early as Possible: Get Organized

I Outline event purpose and target awience

I Determine the Project coordinator and Planning Committee, include Risk Management
personnel if necesary

I Divide areasof planning regponsibility among individuals and/or subcommittees
| Estadish abudget; determine event ticket price

I Estadish planning meeting schedule

I Determine follow up action(s) needed: esablish areasof regponsibility

6-12 Months Ahead

| Sded thedate

| Determine and reserve venue (including an alternate location for outdoor eventsin case of
inclement weaher or unforesen circumstances

|  Sdedt atheme

I Determine overall look and feel of all printed and web/html materials and communicate needs
with Marketing Communications staff.

I Decidewhether or not save-the-date cards/email are needed

3-6 Months Ahead

I Develop an executive briefing form of the event for briefing purposes
I Make plans for stuffing and labeling invitations and other mailings

I Finalizeinvitation list
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Event Checklist: 12/20/2007

3-6 Months Ahead, continued

| Serd save-the-date card/email

I Draft invitation copy (compare to etiquette books for proper wording) and work with creative
staff in MarComm

I Review invitation proof(s); have them approvedby appropriate individuals

| Determineindividuas, if any, that are to be comped

| Seare appropriate sound, parade, air, street, etc., permits and banquet permits

I Determine decoration color scheme; order props, napkins, food or other special needs

| Determinelevel of WSU marketing collateral (banners, signage, etc.) neededat the event
I Seare professional sound ecuipment and personnel

I Resarch, determine lighting needs

I Contract with vendors for decorations (flowers linens, drapes etc.) and technical support as
neecded

| Determine desredcontent and length of written program

I Outline various subject areasthat needto be addressed from the podium aspart of the program
(talking points/content)

I Understand and be aware of cancellation clauses

I Confirm entertainment bookings; fi nalize contracts and arrangements with entertainers as
needed

| Determine photo needs; schedule photographer (photo services

I Meet with caterer: Seeat menu and wine; and review timing of dinner service flow to bein sync
with program, assure adequate staffing

I Acaquire appropriate alcohol, food permits, request to serve food forms

I Assess needfor law enforcement, security, and safety personnel (consider use of professional
crowd management team)
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M arketing/Promotion Plan

External Promotion

I Invitation, advertising, email campaign, pressrelease, personalized invitation, WSU Magazine,
direct mail, personalized phone calls, etc.;

I Determine timeline, copy deadline, and costs and partners

Internal Communications/Promotion

I (WSU Today, WSU Announcements, communication from leadership to internal audience,
Evergreen ad, etc.)

| Determinetimeline, copy deadline, and costs

2 Months Ahead

I Address and mail invitations (6-8 weeks)

I Websitelive

I Addresdisability access and safety issues

| Determine and make needed directional and welcome signage

I Producelay out drawings of event space

I Enlarge adiagram of the room to be used asa seating chart

| Seawre adequate garbage cans

I Arrangefor coat check if needed

I Script speaking portions of program

| Determine dress rehearsal need(s)

I Seare hosts, logistical arrangements for out-of-town special guests and dignitaries

I Gather documentation, copy for written program

I Review proofs of written program

I Identify and plan for special diet concerns

| Tadetes menu

2 Months Ahead, continued
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Plan overall regstration/check-in process; ensure entrance to event is comfortabe and the
process iswelcoming

Decide plan for unexpectedwalk-ins, nametag changes lag-minute questions
Consult Parking and I nformation offi ce regarding anticipated transportation needs
Arrange for adequate parking space and define staffing needs

Arrange for shuttling service if needed

Plan for on-site crisis management and secuity

2-4 \Weeks Ahead

Print written program

Record and acknowledge RSVPsasthey are received send maps, tickets, parking permits and
other specificsasneeded, to confirmedattendees

Serd RSVPO4o0 internal leadership and other constituents involvedin program (send multiple
times

Distribute script and program timeline to planning committee, production team, and program
participants

Determine written program distribution or placement

Make staff assignments for on site hosting

Determine and communicate appropriate dress for staff
Determine seating plans, badc arrangements

Determine headtale(s), proper placement of honoredguest(s)

Contact Facilities request event space be cleaned and groomed
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1 Week Ahead
I Distribute attendance list to key university personnel and seaing asignments

I Outline and share day-of preparation timeline and Event Briefing Form with key university
personnel

I Perform sound and lighting checks

I Guarantee final numbers to caterer

I Make nametags and placecards, and table numbersif needed

| Finalize seating assignments and chart(s)

I Takedelivery of all printed materials and favors; gather all event materials
I Stuff regstration packets, if needed

TheBig Day

I Arrive early; have all instructions, directions, phone numbers, keys seating charts, guest lists,
etc. aswell aspersonal clothing and accessorieson hand for the entire day

| Extracopiesof the script

I Provide guest lists sorted by tabe number and by las name to staff on site

I Beon your toesand smilel

2-6 Weeks After

I Thank appropriate individuals and groups - participants and/or planning committee

| Schedile adebriefing meeting - evaluate event, make appropriate notesin file

| Determine plans for "next time" including date, time, location; reserve venueif possible
I Compile actual attendance and financial reports

I Complete predeterminedfollow up items
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