Event Planning Check List
Pre-Planning
· Dates and venues set
· Refreshments planned
· Registration Set up
· Webpage updated
· Prime contractor recruitment list created
· Training power point prepared
Marketing
· Marketing flyers made
· Flyer distribution plan
· Send to partners
· Send to mailing list
· Contractor Flyers
· Email and/or Mail
· Facebook posts scheduled
· Public Service Announcements requested
· Community Calendars contacted
Planning
· Verify Course Date(s)
· Open registration
Session Planning
· Create sign in sheets
· Create participant list
· Create name tags
· Create table tags
· Pens
· Create note sheets and handouts
· Create “resume” form
· Create evaluation survey
· Snacks and water
Prior to Session
· Reminder emails sent to participants
· Reminder emails sent to contractors
· Confirm with venue(s) 
