EVENT PLANNING CHECKLIST

SOME IMPORTANT THINGS TO REMEMBER

· Was it discussed with the Spiritual Advisor?

· Was it discussed with the Executive Board?

· Did WE fill out the necessary documentation with the School?

· Did WE establish a Sub-Committee?

· Did WE decide on a Location for the Event?

· Did WE take Food into Consideration?

· Do WE need Catering Approved by the School?

· Is the event taking place during a Fast?

· Do WE need to get the Caterer’s Insurance Information?

· Did WE take Decorations into consideration?

· Did WE put together the Program for the Evening?

· Did WE properly advertise for this event?

· Did WE send out invitations to Clergy AT LEAST 2 months in advance?

· Did WE send out any other invitations at least 2 months in advance?

· Are WE distributing any gifts at the Event?

· Are WE distributing any memoirs at the Event?

· Are WE having any presentations at this Event?
