Event Check List
It’s Your First Time? … Remember, Be Safe!

#1	In the Beginning
· 
· [image: ]Why are we having the event?   Is it a money maker or just for fun?
· Goals and objectives of event.  
· Let your advisor know about your plans, they can provide information that will help insure the success of your event.
· Select/Appoint committee
· Event Time Line
· Set a budget
· Who should we invite to the event
· Set Date and Time
· Site visit check list:
· Is it handicapped accessible?
· What is the capacity of the facility?
· What are their policies?
· How many exits? Bathrooms?
· Are there any hazards you need to prepare for such as stairs, raised dance floor, low ceiling fans, etc.
· Is there a contract for using the facility?  If yes, who should read it before it is signed.
· Risk Assessment (See below)
· If you are affiliated with a regional or national be sure to complete their event registration form.


#2	Getting There
· Pick or finalize the  theme
· Select and contract entertainment
· Select menu
· Select a start and END time for the event
· If alcohol is going to be on site
· Has the paper work been completed for your regional or national office and been approved by that office? (If the event is co-sponsored it must be approved by all the regional or national offices of the sponsoring organizations.)
· Do you have the needed approvals of your university?
· Select 3rd event vendor is alcohol will be on the site.
· Guest List with only the number of people who can fit in the facility.
· Determine how many host or hostesses need to remain alcohol free for the event.   
· Designated Driver(s)
· Have security on site during the event.
· Design the Advertisement Campaign
· Posters
· [image: ]Flyers
· Emails
· Facebook or Myspace 
· Be aware of rules regulating posting on your campus:
· Poster Size
· Where you can post
· Register the hand flyers
· Is there required verbiage that has to be on the poster or terms you may not use on your poster
· Do Not remove other organizations posters to make room for yours
#3	The Big Day

		NEVER PAY IN CASH…ALWAYS IN A CHECK OR MONEY ORDER
			MAKE A PHOTO COPY OF THE CHECKS(S) FOR YOUR RECORDS

· Staffing:  Make sure you have enough people to cover all contractual needs.  If a contract calls for 10 loaders, have 15 people assigned.  It is better to be over prepared rather than under.
· Make sure everything is ready to go by 30 minutes before the event is ready to begin.
· IF alcohol is being served, event monitors/host should arrive an hour before the event is scheduled to begin trained:
· on checking ID’s,
·  insuring underage drinkers are not getting alcohol, 
· what to look for when someone has had too much to drink, 
· how to spot a fight potential and stop it
· where the first aid kit is and who the trained medical person is
· Insure all monitors have emergency numbers ready.
· Each should have a copy of the guest list.   
· No one should be admitted whose name doesn’t appear on the guest list.  Every door into the facility should be monitored with a copy of the guest list
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#4	After the event: 
· What did we do right?
· What would we change?
· Should we do the event again? 




Risk Assessment 
Reproduced from TAMU website
The first step to successful event planning is a comprehensive assessment of the risk involved in the event or activity. Student organizations must consider risks in the following five categories:
1. Physical risks involve harm or injuries to the physical body. Examples for student organization events might include injuries from physical activity, inclement weather, equipment or materials, food-related illnesses, alcohol consumption, dangerous travel conditions, medical emergencies, etc.

2. Reputation risks apply to the reputation of the individual officers and members present, the reputation of the student organization, and the reputation of the university as a whole. Examples of reputation risks might include poor conduct or behavior at an event, a negative representation of the group, or hazing of members.


3. Emotional risks pertain to the thoughts and feelings of the organization's members, participants or attendees, and any other constituents of the event or activity. Examples might include hazing of members, lack of accessibility to the event, discrimination against constituents, controversy or disruption of the campus, adverse reactions of participants, sensitive subject matter, and the strain of planning the event.

4. Financial risks involve both the budget for the specific event and the overall financial health of the student organization. Examples might include a lack of cost reduction where possible, poor budgeting, failing to meet fundraising goals, etc.

5. Facilities risks include both the safety of the facilities used for your members/participants and the maintenance of the facilities used by your members/participants. Examples might include a lack of proper set-up or clean-up for the event, safety and security issues at your location, a lack of familiarity with the facilities and location, or the disruption of university facilities.


	Reducing the Risks at events where alcohol is served: 


Reproduced from Farmhouse website

	· Doors, windows, and the perimeters of the event should be controlled 
· Members should be assigned to make sure that intoxicants do not leave the premises 
· There should be a preprinted and valid guest list at the entrance 
· Someone should be checking IDs carefully to confirm a person is on the guest list 
· The event should not be advertised by posters, leaflets, etc...that would invite people other than those on the guest list 
· No type of admission (cover charge, "donations", purchasing a t-shirt, poster, etc.) should be required to enter the event 
· Have a licensed bartender on the premises at all times 
· Provide non-alcoholic beverages 
· Do not allow intoxicated persons to enter the event 
· Do not allow intoxicated persons to continue to consume alcohol 
· Do not allow persons to leave the premises with open containers of alcoholic beverages 
· If, BYOB, restrict guests to bringing a reasonable amount of alcohol to consume 
· Do not allow guests to bring hard liquor 
· Have active members (at least 3 or 4) acting as sober monitors to insure control of the event.
· Do not allow people to congregate on your property or at the entrance to the event. 
· Turn music and other noise down as it gets later at night…remember 11:00 pm  is the Nacogdoches Noise Ordinance kicks in and ticket for any noise that can be heard fifty (50) feet from it source is at risk of getting a ticket. 
· Set up a time to close the event, in accordance with city regulations of bars.




Additional Links of Interest

FIPG Risk Management 
Event Themes
Evite Event Envites and Party Themes
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