

PROGRAM PLANNING CHECKLIST FOR NEIU STUDENT ORGANIZATIONS

	CATERGORY:
	TIMELINE PRIOR EVENT:
	DETAILS:

	PLANNING
	2 months
	Finalize program choice

	
	
	Goals of program

	
	
	Divide responsibilities among members & officers

	
	
	Choose time and date (as well as alternate date and times that would work)

	
	7 weeks
	· Submit the Registration of Event form (space, technology, setup of room) 

	
	
	· Can performers make this date & time?

	
	
	· Does this conflict w/ other events on campus?

	BUDGET
	7 weeks - 2 months 
	Develop the budget

	
	
	· Speaker, DJ

	
	
	· Catering

	
	
	· Materials (supplies, give-a-ways, awards, gifts, materials, extra advertisement)

	
	
	· Travel

	
	
	· Conference Registration

	
	
	· Flight, train, bus, Car Rental (drivers must be 25 and insured)

	
	
	· Lodging (hotel)

	
	
	· Additional Technical Support (facilities charges for weekend & after hours events)

	
	
	· 10% Contribution if using Event-by-Event Funding

	
	
	· Determine ALL funding Sources (activity fee, fundraising, co-sponsorships, awards)

	BUDGET REQUESTS
	1 month – 2 months
	Solicit Funds

	
	1 month
	Submit Event-by-Event to the COC through OrgSync (pay attention to detail!). Must attend a COC meeting for approval at least 2 weeks prior to your event.

	
	
	· Include Backup Information (deliver to SAO or the COC Chair/Treasurer of SGA)

	
	
	· Quotes from Vendors, hotels, airlines & other transportation

	
	
	· Resumes, brochures, website from Speakers & Performers

	
	
	· Invoice or proposed contract (unsigned) from Performer

	
	
	· Copy of Registration form from conference (must quote the cost to register)

	
	
	· If traveling, all members must complete a Travel Agreement on OrgSync prior to the COC meeting

	
	
	Submit Earned Income Access Request form through OrgSync

	
	
	· Include Backup Information (deliver to Sharron Evans, Director of the SAO)

	
	
	· Quotes from Vendors, hotels, airlines & other transportation

	
	
	· Resumes, brochures, website from Speakers & Performers

	
	
	· Invoice or proposed contract (unsigned) from Performer

	
	
	· Copy of Registration form from conference (must quote the cost to register)

	
	
	Submit Developmental Funds Request Form through OrgSync

	
	
	· Include Backup Information (deliver to Sharron Evans, Director of the SAO)

	
	
	· Quotes from Vendors, hotels, airlines & other transportation

	
	
	· Resumes, brochures, website from Speakers & Performers

	
	
	· Invoice or proposed contract (unsigned) from Performer

	
	
	· Copy of Registration form from conference (must quote the cost to register)

	
	2 weeks – 1 month
	Annual Funds & Change of Purpose (for Annually Funded Organization) – Submit paperwork to SAO Advisor & Change of Purpose to COC via OrgSync (Changes of Purpose over $250 must be defended at a COC meeting 2 weeks prior to event)

	
	
	· Submit requisitions & DPV’s to SAO Advisor w/ backup information

	
	
	· Quotes from Vendors, hotels, airlines & other transportation

	
	
	· Resumes, brochures, website from Speakers & Performers

	
	
	· Invoice or proposed contract (unsigned) from Performer

	
	
	· Copy of Registration form from conference (must quote the cost to register)

	
	1 month
	L.E.A.D. Award Funds

	
	
	· Email Asst. Director, Veronica Rodriguez for approval r-rodriguez9@neiu.edu 

	PUBLICITY
	1 month
	Advertise in efficient and creative manners

	
	
	· Free Posters, signs, handbills, banners, logos – Graphic Arts Center E-036, x4581

	
	
	· N-Vision (TV’s in the Student Union) – Complete N-Vision form on OrgSync

	
	
	· Independent Newspaper – discount ads for clubs

	SPACE CONFIRMATION & SETUP
	2 Weeks
	Meet w/ University Events or the Student Union to confirm setup & technology needs

	
	
	· Student Union = student union space (x6099); University Events = all other spaces (x4613)

	AFTER BUDGET APPROVAL
	2 weeks
	Submit needed paperwork to the SAO to have checks cut for the event

	
	
	· All paperwork goes to Lakena Figueroa-Foreman, Financial Manager in SU-206

	
	
	· Contracts (only signed by vendor; students do not sign), invoices, requisitions, DPV’s

	
	
	· Complete Catering Order Process form if using Aramark (OrgSync)

	CATERING
	2 weeks – 1 month
	Aramark

	
	
	· Meet w/ Aramark to place order.

	
	
	· Bring approved the Catering Order Process form to the meeting

	
	
	· Aramark will complete a DPV for the order. Please deliver this to the SAO immediately.

	
	
	Purchases Not From Aramark

	
	
	· If purchase is out-of-pocket, submit orginal & detailed receipt to the SAO (Lakena)

	EXECUTION OF PROGRAM
	Day of
	Pick up vendor/performer/speaker check from the SAO BEFORE 4:30pm

	
	
	Pick up cash box/tickets from the SAO BEFORE 4:30pm

	
	
	Delegate members for setup & decorating

	
	
	Delegate greeters, MC, make announcements

	
	
	Advertise for future events during this event

	
	
	Have recruitment materials on-hand (flyers, sign-up sheet, announce recruitment)

	
	
	Designate a cleanup crew

	
	
	Distribute evaluations to participants

	
	Day of or Day before
	If traveling, pickup Traveler List and other travel documents from the SAO (Lakena)

	POST PROGRAM/EVENT
	Next Club Meeting
	Review the Event (what went good, not so good, review evaluations from participants)

	
	
	Submit receipts for reimbursements to Lakena in the SAO

	
	
	Submit Traveler List & other travel documents to Lakena 

	
	
	Send “Thank You” notes to those who aided in the success of your event





















































Adapted from Loyola University-Chicago Leadership in Diversity Summit 2007
