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C1a.  Event Checklist      

 
Committee Chairs or Board Members should use the following checklist to monitor and track the 
progress of their events. Current budget information and progress for all events must be provided to 
the Board. 
 
Clearly and Succinctly State the Name, Object, Goals and Funding for the Event: 
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 

Phase I (3 months out)  

1. Confirm Pertinent Information  

 a. ____ Date / Time 

 b. ____ Topic  

c. ____ Budget 

2.  ____ Speaker - Determine necessary requirements (audio visual, honorarium, travel 

expenses, etc.) 

3.  ____ Identify and reserve location (seating, parking, security, rental cost) 

4.  ____ Identify fundraising structure and make contacts with donors or request budget line 

item from the Board (coordinate with the Board to insure there are not conflicts with other 

events) 

 

Phase 2 (2 months prior)  

1. _____ Call to reserve caterer and have the Chapter President sign contract (if needed) 

2. _____ Call to reserve audio-visual equipment and have the Chapter President sign contract 

(if needed) 

3. _____ Announce the event to the community by coordinating with the Chapter Coordinator 

a. ____ Flyers to architectural firms (so they can post for their employees) 

b. ____ Provide information to other allied industry organizations (i.e.: CSI, USGBC, 

CREW, APA, ASID, ASLA, VBCOA, local governments, civic associations, etc.) 

c. ____ Press announcements (journals, local papers, Washington Post calendar) 

d.___ Social Media announcements 

4. _____ Obtain checks from donors or the reimbursement from the Board. See 

Reimbursement request form on the website under What We Do>Resources 
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Phase 3 (1  month prior)  

1. _____ Contact location verifying all information  

2. _____ Letter to speaker(s)/participant(s) confirming event and arrangements  

3. _____ Contact caterer, verifying all information (if needed) 

4. _____ Coordinate e-Mail invitations 3-4 weeks prior to event with Chapter Coordinator 

5. _____ RSVP's due to Chapter Coordinator week or more prior 

6. _____ Report to the Board about upcoming event.  Identify where help is needed. 

7. _____ CE information to the President and Chapter Coordinator (if needed) 

 

Phase 4 (During Week of Program, 2-3 days prior)  

 

1.   _____ Confirm count of attendees with caterer (if applicable) 

2.   _____ Confirm all arrangements with speaker 

3.   _____ Confirm audio-visual equipment  

4.   _____ Pick up name tags, pens, moneybox, member applications, etc. 

5.   _____ Print sign in sheet for CE credit and the Chapter’s records (see website) 

6.   _____ Arrange for someone to take photos during the event  

 

Phase 5 (Post program/immediately after)   

1. ____ Thank you letter to speaker  

2. ____ Thank you letters to funders.  Include copies of any press that they received. 

3. ____ Thank you notes to committee volunteers 

4. ____ Announcement and photos to the Chapter Coordinator for newsletter and social 

media.  The article only needs to be a paragraph in length (or about 150 to 200 

words) describing the event. 

5. ____ Press announcements of event outcome (winners) 

6. ____ Submit CE credit sheet to the President and Chapter Coordinator (must be processed 

within two weeks following the event)  

7. ____ Submit reimbursables for the event using the Chapter reimbursement form found on 

the website 

8. ____ Review event with others, evaluate result for future events 

9. ____ Prepare for succession.  Identify future event chairs from current volunteers 


