Checklist for Small Events 

Mark S. Homan
· Staff/volunteer roles – Are staff and volunteers assigned to specific responsibilities?  Have they been prepared to perform their roles? Are there any tasks unassigned?

· Site preparation – When will staff/volunteers visit the site?  Has a site plan been established?  Is a sound system needed?  Is there adequate lighting? If outdoors, what changes may be needed because of weather (wind, rain, heat, cold)?  If indoors, are thermostats for heating and cooling accessible?  Has there been a check of other systems that are to be used (sound, light, movable partitions, etc.)?  When will set up and take down occur?  How many staff/volunteers are needed for this?  
· Signage - How will guests find their way to the event?  Where will signs be posted?  Are they easily recognizable?  When will they be posted?
· Parking – Is there adequate parking? How will guests know where to park?

· Registration - What will be the process for check in?  How many staff/volunteers are needed at the tables?  Will there be a wastebasket if name tags are used (for paper peeled away from tags)?  Are basic supplies, such as pens, name tags, pre-registration lists, money for change, etc. in supply?

· Welcoming and circulation - How will guests be welcomed and invited into the event, showing them where to find what, including bathrooms?

· Food and drink - What will be available for guests to eat and drink?  Will there be a charge?  When will food and drink be available?  Where will it be provided and consumed?  Who will serve?
· Entertainment - What entertainment will be provided? What is its role in the event? Where will entertainment occur?  When?

· Speakers - How many speakers will there be? What will speakers say?  How long should they speak?  Do they know their time limitations?  When will they appear on the program?

· Information and displays - What will be displayed?  What information will be available for guests to take?  To view only?  Where will displays be placed? Do displays need to be staffed?  If so, what will staff do?  Are photos and posters to be displayed to reinforce the organization’s and event’s purpose?  Where will these be placed?
· Are there multiple receptacles for contributions, placed for easy access and reminders?  Are any materials for contributing needed, such as pre-printed envelopes?
· Program agenda - What is the main purpose of the event?  How does the program serve this? Is there a beginning, middle, and end?  How do things build toward the conclusion?  Is the program printed for guests, announced to them, or will guests be introduced to the program as it occurs?
· What else?
