
Planning Checklist

IMMEDIATE

• Return signed contract

• Send certificate of insurance - no less than 90 days in advance or immediately upon

contracting

• Submit proof of tax exemption (if applicable)

• Establish online registration portal (if contracted)

• Establish Dining/Catering needs

• Establish Housing needs (if applicable)

• Establish Preliminary Audio Visual needs (if applicable)

• Schedule budget planning meeting for event (if contracted)

• Schedule marketing services planning meeting (if contracted)

120 DAYS TO EVENT

• Launch online registration portal (if contracted)

• Determine procurement needs and place order (if contracted)

• Begin menu planning

• Determine if tent, tables and chairs, sta




