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Event Checklist
The purpose of this checklist is to provide you with a guideline about what to do and what to consider when planning an internal event at the Faculty of Medicine & Dentistry – University of Alberta. 
	Name of the event:

Date:


Time:

Location:


	Event  Conceptualization
	Team member responsible
	Date to be 
completed

	Evaluate Event – Does it align with University and Faculty vision, mission, values? Is there a Faculty sponsor?
	
	

	Purpose and goal of the event
	
	

	Identify audience
	
	

	Budget
	
	

	Theme and key messages
	
	

	Form a team or committee if necessary
	
	

	Contact the Office of Communications if a government official or VIP is invited
	
	

	
Logistics and Planning

	
	

	Determine and confirm speakers
	
	

	Assign emcee
	
	

	Create program (list speaking order)
	
	

	Create invitation 
	
	

	Create minute-by-minute and distribute to speakers/participants
	
	

	Invite key participants and dignitaries 
	
	

	Finalize invitation lists
	
	

	Invitations mailed, distributed with RSVP contact
	
	

	Maintain RSVP list
	
	

	Write speaking notes
	
	

	Distribute speaking notes to speakers
	
	

	Directional & washroom signage 
	
	

	Create floor plan
	
	

	Seating arrangement
	
	

	Make tent cards with speakers and V.I.P. guests names
	
	

	Create name tags (double check spelling); have blank name tags on hand at event
	
	

	
Facility

	
	

	Check the UAPPOL Casual Event Booking Procedure for your reference at:

http://www.conman.ualberta.ca/stellent/groups/public/@academic/documents/procedure/pp_cmp_062163.hcsp
	
	

	Reserve facility
	
	

	Confirm capacity/occupancy load (will vary depending upon type of event, timing of event, serving of alcohol and other factors)
	
	

	Site visit to determine logistical/signage/audio/visual requirements
	
	

	Background noise – any nearby construction/renovations?
	
	

	Access to event location (exterior and interior doors opened for afterhours access)
	
	

	Fire safety -  emergency exits unobstructed, access to fire extinguishers and pull stations, emergency evacuation procedure known by organizers
	
	

	Clean-up of area and hallways prior to/during event
	
	

	
Risk Management

	
	

	Evaluate Insurance Requirements – Any additional insurance required – are there any third parties involved in organizing the event?
	
	

	Establish a risk control plan for reputation, safety, financial and other applicable risks. Consider if there are any risks to the University, faculty, staff, students, participants or members of the public related to the planned activities of the event? 
If you have questions or need help contact Andrew Cooper Security, Health & Safety Advisor at 780.492.8488 or AndrewCooper@med.ualberta.ca
	
	

	Volunteer orientation and liability waivers
	
	

	
Rentals 


	
	

	Tables, chairs, staging
	
	

	China, silver, glassware
	
	

	Linen (green or gold for U of A colours)
	
	

	Coat racks & hangers 
	
	

	Timeline & FoMD banners
	
	

	
Catering 

	
	

	Order refreshments/food (list menu items)
	
	

	Bar style (open, host, butler, donated)
	
	

	Provide final numbers one week prior
	
	

	Request dietary restrictions on invitations
	
	

	Determine if alcohol is to be served.  Read rules and regulations and fill in license request: http://www.asinfo.ualberta.ca/~/media/132B6CB688694C8CAD90AC7A2B23297D.pdf 
	
	

	Order alcohol, if required
	
	

	Bottled water for speakers
	
	

	
Technical Support

	
	

	Audio/visual
	
	

	Podium
	
	

	Do you require a technician? (Consider contacting AICT)
	
	

	Microphones (wireless, podium mic)
	
	

	Media Feed
	
	

	Photographer and/or videographer
	
	

	
Decor and Entertainment

	
	

	Flowers
	
	

	Balloons
	
	

	Displays
	
	

	Banners
	
	

	Does the event need ambiance music, a DJ or maybe even life music?
	
	

	
Parking

	
	

	Handicap accessibility
	
	

	Valet parking
	
	

	Paid parking or complimentary
	
	

	Determine parking needs and check the UAPPOL policy for parking for special events to see how it applies: http://www.conman.ualberta.ca/stellent/groups/public/@facilitiesandops/documents/procedure/pp_cmp_054850.hcsp

	
	

	
Security


	
	

	Consult with the Faculty Security, Health & Safety Advisor (Andrew Cooper Security, Health & Safety Advisor at 780.492.8488 or AndrewCooper@med.ualberta.ca )
	
	

	Evaluate the security impact of the event (Are any VIPs invited? Is the topic controversial in nature? Will the event impact on the building occupants? Will cash or valuables be on hand? etc.)
	
	

	UA Protective Services security staff (will need to be contacted for an event of +300 or if alcohol is served)
	
	

	
Photo Opportunity


	
	

	Determine photo opportunity
	
	

	Obtain signed waiver/legal consent to take photos from individuals
	
	

	Identify props needed for photo opportunity
	
	

	Coordinate people for photo opportunity
	
	

	
Evaluation

	
	

	Develop evaluation form
	
	

	Distribute evaluation forms during/after event
	
	

	Count attendance
	
	

	Compile evaluations and summarize into report
	
	

	Schedule an event debrief with team/committee
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