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	Pre-Planning Checklist

Please check the appropriate boxes below to create an individualized planning checklist for your event.

	Will you be spending money on this event?

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Will you be collecting money at your event?

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Will your event have ticket sales?
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Will you be serving or handling any type of food product at your event?
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Will you be showing a film or video?
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Will your event be utilizing any type of rented equipment? 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Are you contracting services or a speaker from a non-university entity?
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Are you using a University logo in association with your activity  
(e.g. T-shirts, hats, printed materials)?

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Are you planning on advertising your event/program on campus?
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Are you traveling?  
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Have you completed the “Risk Management and InsuranceMatrix”?  
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	BUDGETING

	 FORMCHECKBOX 
 Create your budget including anticipated income sources and expenditures.

	 FORMCHECKBOX 
 Review purchasing guidelines.

	 FORMCHECKBOX 
 Submit the appropriate forms to make purchases.  Student Organization Account: Request for Financial Document Form

	 FORMCHECKBOX 
 Secure external funding.

	Possible sources for external funding include the following

 FORMCHECKBOX 
 ASCSU Funding Board
 FORMCHECKBOX 
 LSC Diversity Grant
 FORMCHECKBOX 
 Fort Fund

 FORMCHECKBOX 
 Pepsi Support Program
 FORMCHECKBOX 
 Department Support
 FORMCHECKBOX 
 Flea Market 

 FORMCHECKBOX 
 Residence Hall Association
 FORMCHECKBOX 
 Corporate Support  - contact Student Organizations for a list of corporate sponsors who already make donations to the University and do not wish to be contacted for individual events/programs.

	 FORMCHECKBOX 
 Check out the Fundraising notebook available in Student Organizations Office for more ideas!

	COLLECTING MONEY

	 FORMCHECKBOX 
 Arrange for a cash box through Student Organizations.

	 FORMCHECKBOX 
 Determine who the funds benefit:      .

	 FORMCHECKBOX 
 Set sale price of product: $     .     .

	 FORMCHECKBOX 
 Deposit money at the Student Organizations Office.


	TICKET SALES

	Contact the Campus Box Office for more information on selling tickets.

	 FORMCHECKBOX 
 Determine whether you will have General Sales or Reserved Seating

	 FORMCHECKBOX 
 Set Admission/Ticket price       
CSU Student Discount      

	 FORMCHECKBOX 
 Determine number of tickets available      

	 FORMCHECKBOX 
 Set Date Ticket Sales Begin      
Ticket Sales Locations       


	FOOD SERVICE

	 FORMCHECKBOX 
 Contact on-campus food sources 
          LSC Catering (all food served in the LSC must be provided by an LSC vendor or LSC Catering)

          Housing & Dining Services

	 FORMCHECKBOX 
 Contact Environmental Health Services for safe food handling information if you are preparing or serving food yourself at 491-1816


	COPYRIGHT

	For use with copyrighted material (e.g., films, movies, character names or likenesses)

 FORMCHECKBOX 
 Secure the appropriate authorization or pay copyright fees


	EQUIPMENT RENTAL

	 FORMCHECKBOX 
 Arrange sound equipment in the Lory Student Center through the Technical Services Coordinator – call 491-1177

	 FORMCHECKBOX 
 Arrange A/V equipment through the Lory Student Center Event Planning Office or Office of Instructional Services

	 FORMCHECKBOX 
 Rent canopies through Student Organizations Office


	CONTRACTING A PERFORMER OR SPEAKER

	Even if your service provider/speaker is offering to present for free, it is recommended that a contract is completed to provide a measure of accountability. Check out this link for more information about CSU Online Contracts.

	 FORMCHECKBOX 
 Contact performer/speaker and find out available dates.

	 FORMCHECKBOX 
 Complete the Performance Event Contract (must be submitted through the Student Organizations Office for signature by Director of Campus Activities).  Plan on this process taking several weeks.

	 FORMCHECKBOX 
 Make travel arrangements, if necessary.  It’s highly recommended that travel costs are included in honorariums and that speakers/performers make their own travel arrangements.

	 FORMCHECKBOX 
Contact Parking Services for visitors passes, permission for loading/unloading, etc. 

	 FORMCHECKBOX 
 Read information about Payments for Foreign Nationals


	UNIVERSITY LOGO

	 FORMCHECKBOX 
 Secure authorization from the Licensing Manager BEFORE producing your item through a licensed vendor.

 FORMCHECKBOX 
 Place CSU logo on all advertising 

	ADVERTISING

	Campus Calendars:

 FORMCHECKBOX 
 Submit to What’s Up
 FORMCHECKBOX 
 Submit to University Events 

	

	Creating your advertising:

 FORMCHECKBOX 
 ASCSU Resource Room (buttons, posters, table tents, invitations, flyers, etc.).

 FORMCHECKBOX 
 Be sure to include ASCSU logo if you received ASCSU funding.

 FORMCHECKBOX 
 Request materials from speaker/performer if applicable.

 FORMCHECKBOX 
 Print posters, flyers, handbills, etc. can be completed through CopyRite or  FASTprint.

	

	Posting your advertising:

 FORMCHECKBOX 
 What’s Up @CSU? Campus Poster Run (491-6444)
 FORMCHECKBOX 
LSC Bulletin Boards: approval needed in-person from the Campus Information Center or Info Too in the LSC
 FORMCHECKBOX 
 LSC Display Cases: contact LSC Marketing Department at 491-4898.

 FORMCHECKBOX 
 LSC Brochure Rack: contact Campus Information Center at 491-6444
 FORMCHECKBOX 
 Student FYI: only faculty/staff advisors may submit to the Student FYI.

 FORMCHECKBOX 
 Student Organizations Email Distribution List: email message to stuorg@lamar.colostate.edu in exact format you would like it to be sent out.

 FORMCHECKBOX 
 Chalking: allowed on horizontal cement surfaces within the LSC Plaza.

 FORMCHECKBOX 
 LSC Food Court and Table Tents: Contact 491-7465

 FORMCHECKBOX 
 Residence Halls: Contact Office of Residence Life at the Palmer Center for approval (491-4719)
 FORMCHECKBOX 
 “Poster It” off campus poster service.  Contact Nancy York at 482-4852.

	

	Media advertising:

 FORMCHECKBOX 
 Rocky Mountain Collegian: Discounted rates for registered Student Organizations

 FORMCHECKBOX 
 ASCSU Club Clips in the Rocky Mountain Collegian:  Forms available in the ASCSU Office and due on Monday at noon.

 FORMCHECKBOX 
 KCSU: Public Service Announcements, Live Remote, or Student Organization Spotlight.

 FORMCHECKBOX 
 CTV: Contact 10 days in advance.

 FORMCHECKBOX 
 CSU Public Relations Office: for publicizing via off-campus newspapers, radio, or television stations.  Contact one month in advance.


	TRAVEL

	Complete the following forms:

	 FORMCHECKBOX 
 Pre-Trip Travel Form







	 FORMCHECKBOX 
 Vehicle Authorization Form with emergency contact information submitted to advisor and 

	 
      Student Organizations Office


	 FORMCHECKBOX 
 Release from Responsibility, Assumption of Risk, and Waiver Form



	 FORMCHECKBOX 
 Post-Trip Travel Form

	 FORMCHECKBOX 
 Travel form – Mileage Reimbursement 

	If you are traveling, what type of transportation are you using?

	 FORMCHECKBOX 
 Personal Vehicle
 FORMCHECKBOX 
 University Vehicle

 FORMCHECKBOX 
 Commercial Airplane

	 FORMCHECKBOX 
 Rental Car

 FORMCHECKBOX 
 University/Chartered Bus

 FORMCHECKBOX 
 Other      


	Risk Management and Insurance

	 FORMCHECKBOX 
 Complete “Risk Management and Insurance Matrix” for all events to determine other actions that may need to be taken














