Program Checklist 

Phase I (6-12 months out) 
1. Choose Pertinent Information 
A. ____  Date 
B. ____  Topic 
C. ____  Speaker 
D. ____  Location 
E. _____ Time (lunch/evening) 
F. _____ Caterer 
G. _____ Sponsor(s) 

Phase 2 (2-3 months prior) 
1. _____Call speaker and set up dates.  Determine and list necessary requirements (seating, 
 audio, visual, hand-outs, hotel reservations, car rental, etc.) 
2. _____Call Location/Reserve (direct-bill chapter, if possible) 
3. _____Call Caterer/Reserve (direct-bill chapter, if possible) 
4. _____Call on audio-visual equipment if needed (direct-bill chapter, if possible) 
5. _____Once costs have been determined, send Budget Worksheet to Vice-President of City 
 Centers. 

Phase 3 (1 month prior) 
1. _____Letter to sponsor(s) 
2. _____Letter to speaker(s) confirming event and arrangements 
3. _____Letter to caterer, verifying 
4. _____Letter to Location verifying all information 

Phase 4 (1-4 weeks prior) 
1. _____ Invitations to chapter office 4 weeks prior to program 
2. _____Mail out invitations 3 weeks prior to event 
3. _____RSVP's due to chapter office 1 week prior 

Phase 5 (During Week of Program, 2-3 days prior) 
1.   _____Confirm count of attendees with caterer 
2.   _____Confirm count of attendee room reservations with hotel 
3.   _____Confirm hotel reservations for speaker, if applicable 
4.   _____Confirm with speaker all arrangements 
5.   _____Confirm audio-visual equipment 
6.   _____Pick up name tags, moneybox, member applications, etc. 
7.   _____Call all members/mailing list who have not RSVP’d for the program (phone committee) 

Phase 6 (Day of Program) 
1. _____Two people at registration desk 
A. _____Money collector 
B. _____Name tags/check in 
2. _____Assign greeter to make all, including newcomer, welcome 
3. _____Introducer/closer (introducer review agenda) 

Phase 7 (Post meeting/immediately after) 
1. ____Thank you letters to sponsors requesting where and amount of money to be spent 
2. ____Thank you letter to speaker 
3. ____Fill out Summary Report and forward to Vice-President of City Centers 
4. ____Bill all members who RSVP’d but did not attend 
5. ____Review event with others, evaluate and document result for future events 

