[image: ]


EVENT PLANNING TEMPLATE


This document is meant to serve as a resource for alumni events, reunions, anniversaries, etc. This is a general task list/timeline so use it as a guide but also realize every item may not apply to your event.

	TASK
	COMPLETE BY:
	DONE

	Secure Date
	4 months before event
	☐
	Secure VIP
	4 months before event
	☐
	Contact the alumni engagement team to post on the website
	4 months before event
	☐
	Contact the marketing team to coordinate save the date and reminder emails
	4 months before event
	☐
	Determine invitation list
	4 months before event
	☐
	Secure hotel block of rooms (courtesy block recommended)
	4 months before event
	☐
	Secure A/V (if not provided by venue)
	3.5 months before event
	☐
	Finalize budget
	3.5 months before event
	☐
	Secure venue
	3 months before event
	☐
	Save the date email
	3 months before event
	☐
	Save the date social media post on chapter’s social media page(s)
	3 months before event
	☐
	Design invitations
	3 months before event
	☐
	Food and beverage planning
	2.5 months before event
	☐
	Determine VIP call list
	2 months before event
	☐
	Online registration opens
	2 months before event
	☐
	Email reminder #1
	6 weeks before event
	☐
	Program draft and speaker asks made
	6 weeks before event
	☐
	VIP travel accommodations/logistics (air, hotel, ground)
	6 weeks before event
	☐
	Secure speaker(s) bios
	5 weeks before event
	☐
	Secure photographer
	4 weeks before event
	☐
	Email reminder #2
	3 weeks before event
	☐
	Program finalized and shared
	3 weeks before event
	☐
	Connect speakers and VIPs with local point person
	2 weeks before event
	☐
	Email reminder #3
	1 week from RSVP deadline
	☐
	Confirm food and beverage guarantees
	1 week (see contract)
	☐
	Supplies to host (speaking points, roster, nametags, pen, sign in sheet, welcome)
	1 week before event
	☐
	Nametags and programs printed
	1 week before event
	☐
	Meet onsite for set up and final logistics
	1 week before event
	☐
	Send picture and short write-up to letusknow@pikapp.org
	2 days after event
	☐
	Follow up email to attendees
	1-week after event
	☐
	Obtain final outstanding invoices
	1-week after event
	☐
	Thank you card(s) to VIPs and speakers
	1-week after event
	☐
	Calls and check-ins with marketing and logistics teams
	Monthly
	☐
	Pay vendors
	See contract requirements
	☐
	Monitor registration numbers and increase efforts accordingly
	Weekly
	☐
	Monitor room block 
	Weekly
	☐
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