SAMPLE PROGRAM CHECKLIST


Note:  These are not necessarily in the order you will need.  Review the entire checklist before using the form.


																			Date Completed





1.  Contractual Arrangements:


		Keynote Speaker Contract Received							


		Contacted Carolina Student Legal Services, Inc.						


		Contract/Confirmation letter								





2.  Facility Reserved 										


		Accessible to persons with physical disabilities						





3.  "Major Event Registration Form" Completed				


		(Required at least three weeks in advance.)				_____		





4.  Physical Plant Arrangements:  (if needed)			


		Setup Facility										


		Power Ordered										


		Stage, Tables, Chairs									


		Other											





5.  Tickets:   


	Assign liaison to Carolina Union Ticket Office							





6.  Audio-Visual Equipment:


		Assign liaison to Carolina Union Production Services 					





7.  Security Arrangements:  (if needed)


		Security Services Notified								


		Ushers											


		Facility Manager or Contact Person Notified						


	


8.  Financial Arrangements:


		Proposed Budget Completed								


		Fund-Raising Committee Assigned							


		Invoices Collected for all Expenses							


		Invoices Submitted for Payment								


		Budget Reconciled									





9.  Publicity:


		The Daily Tar Heel, The Black Ink,							 


		Other Campus Publications									


		The Chapel Hill News										


		The Gazette											


		WUNC											


		WCHL											


		Other Radio Stations									


		University News Services								


	


	Brochures:


		Designed										


		Printed											


		Method of Distribution Developed							


	





	Fliers:


		Designed										


		Printed											


		Method of Distribution Developed							


	


	Posters:


		Designed										


		Printed											


		Method of Distribution Developed							


	


	Other Media Sources:									


													


													





10.  Hospitality:


		Food and Beverages									


		Lodging											





	Travel:


		Arrival Time										


		Departure Time										


		Assign Local Transportation Coordinator


		   includes airport pickup/drop-off								





	Itinerary:


		Press Conference									


		Guest Lecture										


		Informal Student Meeting								


		Distributed										





	Meals:


		Where											


		Time											


		Method of Payment									


		Other:											


													


11.  Evaluation Strategy:


		Evaluation Coordinator Assigned	                        						


		Evaluation  Form or Forms Developed							


		Audience Evaluations Completed								


		Committee Evaluation Conducted								


		Written Evaluation Filed									





12.   Thank-You Notes:


		Written											


		Mailed											





