
 
Event Planning Checklist for RC/Os & Fraternity and Sorority Life 

 

Coming up with an Event idea: 

 Figure out what you want to accomplish 

 Figure out who you want to attract to your event. 

 Make sure your event reflects the vision of your group.  

o If it doesn’t, consider some of its downfalls/benefits? 

 The event benefits Salisbury University’s missions and goals. 

o Are other schools encouraged to attend? 

 Decide if this is a fundraising event. Yes/No? 

Choose a tentative date   

 Figure out if there are other events occurring that date/time. Decide a best choice. 

 Make sure your date is appropriate for the time/location. 

o i.e., is it feasible to have a Salisbury University cookout during the holy season of 

Ramadan? 

 Create enough time prior to your event to program/fundraise.  

 Make sure you have created enough time to request finances from appropriations (if necessary).  

Reserving a room 

 Room reservations are made by completing a facilities reservation online at 

www.salisbury.edu/reserve 

 Reserved a room for the tentative date. 

 Select a back-up location in case of potential, unforeseen, conflicts. 

 If it is an outside event, reserve a rain location.  

Budgeting 

 Your event is cost effective. 

 If your event is a fundraiser, you have programmed diligently to meet your goal. 

 Costs may be too high, so our group should consider co-sponsoring with another organization. 



 If co-sponsoring, decide how much each group is willing to give towards the event, and how 

much of the profit each group is entitled to. 

 Talk to the Appropriations Board to confirm that you have enough money to pay for the event. 

 Secure all entertainment contracts and follow up with the Coordinator of Student Life, or the 

Graduate Assistant of Operations.  

Contact the GUC coordinator (Stefanie Hurst) for events in the GUC  

 Events in the GUC need to meet with the GUC facilities coordinator as they need to know the 

setup of the room. 

 Turn in a room diagram to the GUC coordinator. 

 Decide what additional needs you have (work-orders/ technical requests, parking, food permits, 

gaming permits, etc.) 

Catering 

 If you are having Salisbury University cater your event, contact them in advance to choose a 

menu (Judy Twilley ext. 36173) 

 Request Catering services in your facility reservation, including the appropriate account code for 

billing. 

 You can afford to pay for the food requested through your organizations account.  

Requesting a Vehicle (if needed) 

 Decide how many vehicles you need.  

 Decide: How far is the off-site activity from Salisbury University? Is gas mileage a problem? Will 

your club be able to afford it? 

 Make sure your professional staff driver completes the clearance process through motor pool. 

 Make sure your advisor can attend 

o If your advisor cannot attend, make sure you find a Salisbury University Staff or Faculty 

member who can attend in their absence. 

o A Graduate Assistant can NOT attend in the absence of an advisor  

o ONLY Salisbury University staff or faculty can drive the vans from motor pool 

Publicizing your Events 

 Decide how you will advertise. 

 Decide when you will begin advertising (within the guidelines given to you by the CSIL) 

 Allocate funds for advertising.  

 Decide a game plan for handing out flyers/hanging posters. 



 Flyers include a disclaimer. 

 Flyers do not include offensive language, obscenities, hate speech, or liable or derogatory 

statements about individuals or groups.  

 The SGA retains the right to remove or restrict any posted materials that violate 

the integrity of the University and promote an unsafe environment. 

Ticket sales 

 Secure a ticket sales contract and appropriate forms from the Student Activities office. 

 Turn the contract in to the Graduate Assistant of Operations or the Coordinator of Student Life 

at least 5 days prior to the date you would like your ticket sales to begin.  

Day of Event Activities 

 Review all that is needed for the event. 

 Arrive early to set up and meet your audience. 

 Make sure the event is properly staffed. 

 Make sure all involved departments are aware of who the contact person is for the event  

o i.e., University Police, University Catering, Student Activities, etc. 

 Make sure all involved departments are aware of who the advisor is for the event 

o i.e., University Police, University Catering, Student Activities, etc. 

After the Event 

 Evaluate your event and decide what needs to be improved in the future. 

 Reconcile all financial records.   

o Make sure you submit receipts to the appropriate office to receive proper 

reimbursement.   

 

Date met with Student Activities: ____________________________ 

Date of Tuesday Meeting: ______________________ 

Date ticket sales contract was turned in: _____________________________ 

Date Facility Reservation was made: _________________________ 
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