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PROGRAM CHECKLIST

SOME THINGS TO THINK ABOUT PRIOR TO PLANNING A PROGRAM:

· What is the purpose of your program idea?
· What do you hope participants will gain in attending your program? What are the learning outcomes you hope to achieve?
· How does this program further enhance MOSAIC’s mission?
· How will this program help to educate the SJSU community?
· Is it more of a social or educational program? Both? 
· How large of a program do you want it to be?
· Have you listened to the suggestions from the communities you are a liaison to?
· Do you have support from the affiliate groups within your community?
THE PROGRAMMING MODEL:

· Awareness: Raise consciousness, help clarify attitudes, assumptions, behavior, values
· Knowledge: Gain information and specifics around topic
· Skills: Dialogue, techniques to use awareness and knowledge

· Action: Where do I go from here? How can I use my awareness, knowledge, and skills to bring it back to my community and beyond?
PROGRAM CHECKLIST: A list that will help you stay organized and on-track of the programming process.

This checklist is designed to help you through all the stages in the event/project planning process. Some of these items may not be applicable to you. For additional copies, please visit MOSAIC.

EVENT: ___________________________________________________________________________________________
Date of Event:  ________________

Day of event: _______________

Time of event: _________________

Place of event: ______________

I.
Before the Program








Task



                          Date Due

  
Assigned To



· Prepare Detailed Budget________________________________________________________

· Identify Co-sponsors
_______________________________________________________

· Check For Date Conflicts ______________________________________________________
· Coordinators: ________________________________________________________________

Room Reservations

· Reserve Room _______________________________________________________________

 
(Scheduling office x46300, fill out room reservation form)


· A/V RequestForm_____________________________________________________________

  
(Scheduling office x46305, what does the speaker/performer need set-up?)

Speaker/Performer/Vendor Arrangements
· Prepare Contract(s) ________________________________________________

· Mail & Receive Contract ___________________________________________

· Visit Arrangements/Travel/Lodging/Meals _____________________________



· Special equipment ________________________________________________

· Parking pass and campus map sent to speaker and guests __________________

Logistical Arrangements

· Risk Management Insurance__________________________________________



· UPD Security _____________________________________________________

· Office of Traffic & Parking __________________________________________

· SU Event Services Approval
 

(for Ballroom & 7th Street Plaza) ______________________________________

· Other special Approval ______________________________________________


· Complete Banner Reservation  Form for 7th St., 4th St.

Garage & West Side of SU ___________________________________________

  
(scheduling office – reservations must be resubmitted every two weeks)


· Comply with University

Policies and Regulations _____________________________________________

  
(For example: sales/solicitation, dances, posting notices, etc.)



· Disability Arrangements _____________________________________________

(Contact DRC at x46000) 


Publicity/Marketing
· Publicity must be out by _____________________________________________

· Construct Flyer ____________________________________________________

Don’t forget:

___Date, Time, Location


___Sponsored by (include co-sponsors)

___Contact Info for 411


___Title of Event

___Brief Description


___Catch phrase/attention grabbers
___Disability clause


___Other MOSAIC requirements (see guidelines)

· Proofread Flyer

_____________________________________________

· Duplicate Flyer

_____________________________________________

· Distribute/Post Fliers
_____________________________________________

· Banner In Place

_____________________________________________

  
(west side Student Union, 2-3 weeks in advance)

· Send ad to Spartan Daily
_____________________________________________

  
(Call x43282)

· Contact Spartan Daily 
 _____________________________________________

for a reporter (Call x43270)



· Press Release 

_____________________________________________

· Ad to Spartan Guide 
_____________________________________________

 

(two weeks prior)

· Send out Flier to Faculty & Staff   

Event Arrangements

· Catering 

_____________________________________________


(at least 2 weeks before event, call x41850)

· Construct Program __________________________________________________

· Proofread Program___________________________________________________

· Duplicate Program ___________________________________________________

· Create Awards/Certificates of Recognition ________________________________

· Special Invitation to Special Guests ________________________________________

 
(e.g., Advisor, Faculty, Staff)

· Write intro for guest ____________________________________________________

· Designate photographer _________________________________________________

· Design Decorations _____________________________________________________

· Order special items _____________________________________________________

  
(sweatshirts, gifts, flowers, etc.)

· Obtain Additional Equipment _____________________________________________

 
(pencils, paper, magic markers, flip charts, etc.)

· Designate Ushers/Greeters     ______________________________________________

II. The Week Before the Program

Task




          Date Due

    Assigned To


· Confirm with Ushers/Greeters______________________________________________

· Double Check Catering ___________________________________________________

· Double Check Room 
__________________________________________________


· Arrangements/Visit Room to figure out set up _________________________________



· Double Check A/V ______________________________________________________


· Double Check Program Duplication_________________________________________


· Confirm Spartan Daily got ad ______________________________________________

· Practice Guest’s Intro
___________________________________________________

· Confirm Security ________________________________________________________

· Confirm Transportation/lodging Arrangements ________________________________


· Confirm Guests _________________________________________________________


· Purchase Decorations ____________________________________________________

· Construct Decorations
 ___________________________________________________

· Confirm people to help set up/clean up ______________________________________

· Develop evaluation/feedback Form _________________________________________

III. Day of Program

Task



                      Date Due

          
Assigned To________________

Check on:

· Parking Signs
_________________________________________________________


· Signs directing attendees _________________________________________________

· Larger sign outside of room _______________________________________________

· Room arrangements _____________________________________________________

· Technical – A/V Set-up (test to assure function) _______________________________   


· Coordinate Press Reps. ___________________________________________________

· Transport Speaker _______________________________________________________

· Security Arrangements ___________________________________________________ 


· Set-up/Put up Decorations _________________________________________________

· Give payment to Guest(s) _________________________________________________

· Make sure have intro/speech _______________________________________________

· Collect evaluations _______________________________________________________


· Clean-up crew is: ________________________________________________________


· Remove all signage _______________________________________________________

Other: 

IV. After the Program

· 
Don’t forget:



___Original receipts


___Evaluation



___Final Detailed Budget Form

___Completed Program Checklist



___Copy of your publicity

___Copies of your evaluation forms (if applicable) 

