Event Planning Flowchart

Pre-Planning Checklist

CcosTt

YES

Selling items?

YES

Need cash box?

egistrat@ YES

YES

Speak with Karen

YES

LOCATION

Temporary
Change Fund
Form

Shelby Hanson?

Conty

AND/OR

Cert of Ins?

Borrowing
equipment?

*See https://risk.arizona.edu/insurance/certificates for instructions

(+)Resource can be found on the NW Region Employee Resource Page

Box/CES-NW Region/Forms-Misc

YES

YES

YES

YES

REGISTRATION

Email yavapaipres

Email copy to
yavapaipres

Risk Mgmt
website*

Email yavapaipres

Pre-registration?

AAP-5 Sign-In
Sheet(+)

YES

Registration
. YES
assistance?

Email yavapaipres
& admin staff
with details

YES

Tracking in Box?

Email yavapaipres
& admin staff
with details

LUNCH

ill lunch be
provided?

YES

Need assistance?

Using a PCard?

YES

YES

MARKETING

Email yavapaipres
& admin staff
with details

PCard Form (+)
Agenda
Detailed receipt

Press Release?

AND/OR

Created Flyer?

Taking Photos?

Press Release

YES Fillable Form (+)
Email yavapaipres
YES with form and
flyer
Media Release
YES Forms/Poster (+)
REV 06/11/18




	Event Planning Flowchart-DRAFT.vsdx
	Page-1


