


Event/Program Checklist 

Name of Event:     

When:   

Where:      

LOGISTICS/RESERVATIONS: 

Ǐ Contact Event Planning for 

Reservations 

o Rooms in MSUB 

o Rooms in Javelina Dining 

Hall 

o University Blvd. 

o Pavilion 

o Courtyard 

o Tech Equipment 

o Tables 

o Chairs 

o Room Setup 

Ǐ Find quotes/Research for prices on 

vendors 

Ǐ Call vendor 

Ǐ Vendor Contract 

Ǐ Call Aramark for catering 

Ǐ Request assistance from members 



PART I- Circle a number based on the scale) 

5- Excellent; 4- Good; 3- Average; 2- Fair; 1- Poor 

If the event was a collaboration, how successful was 

the event? 1 2 3 4 5 

How successful was the 

attendance? 1 2 3

 4 5 

All things considered, how successful was the event (your 

personal view)? 1 2 3 4 5 

 

(PART II- Give an answer to each of the questions, 3+ 

sentences) Describe a challenge you foresaw and your methods 

to overcome it. 

 

What was the most successful part of the event? 
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