RUTGERS-NEW BRUNSWICK
School of Arts and Sciences

EVENT:

Office of Communications, Events &
Alumni Engagement

OFFICIAL EVENT NAME:

EVENT DATE: TIME:

SPONSORING DEPARTMENT:

CATEGORY/THEME:

CONTACT PERSON:

CONTACT PHONE:

CONTACT EMAIL:

BUDGET (if applicable):

INVITATIONS:

Invites (check all that apply) - include date requested and date sent:

Digital Email (Graphic)
Printed (Vendor)
Email Concierge banner
Letter

To include in invitations:
Speaker info:

Event location map (check if needed):
RSVP link:

Date to RSVP:

Request for accommodations:

Date to send to printer:

Total invitations to be ordered/Mailed:

Reminder email :

RSVP link creation:
QR code or go.rutgers URL:

Registrations:

AWA ID (if applicable):
CVENT:
Qualtrics Survey:
Other:._




RUTGERS-NEW BRUNSWICK
School of Arts and Sciences

Invitation list (attach a list of names and addresses)
Alumni:

Faculty:

Staff:
Speaker(s)/Presenters(s):
Others:

Data pull: Group/Area:

Office of Communications, Events &
Alumni Engagement

Event Location:
Venue:

Venue address:
Venue contact:
Room confirmation:
Room setup:

Tables: Quantity:

Chairs: Quantity:
AV-Sound:

PAsystem:__ Music:
Recording: _ A/VEquipment: ___
Microphone: __

Lighting:

SAS Exhibit Kit event display materials:
SAS Vertical Banner with Stand:

SAS Podium Shield:

SAS Table Runner:

SAS Tablecloth:

Rentals:
Vendor:
Room setup:
Tables: Registration table:
Chairs:

Stage:

Risers: Location:
Tent: Size: _ Location:




RUTGERS-NEW BRUNSWICK
School of Arts and Sciences

Program:
Speaker:

Office of Communications, Events &
Alumni Engagement

Speaker’s title:

Title of lecture:

Letter/Email of invitation sent:

Photograph of speaker:
Printed programs:

Date to printer:
Gift/Memento: Cost:

Date:

Name tags:

Facilities:
Requisition for clean up:

Date:

Contacted for building/rooms to be open: Date:

Photographer:

Flowers/Decorations:
Centerpieces:
Boutonniere(s):
Corsage(s):

Plants:

Balloons:

Other:

Date contacted:

Catering:
Vendor:

(attach a list of catering order or menu)

Contract: yes/no
Dinner (buffet or served):

Breakfast (buffet or served):
Hors d’oeuvres:

Luncheon (buffet or served):
Liquor (cash bar or open bar):

Projected headcount:

Event Staff:
Office staff:

Off-site contact:

Entertainment:




RUTGERS-NEW BRUNSWICK
School of Arts and Sciences

Mementos/Swag
Who to receive:

Address to deliver mementos/swag:

Office of Communications, Events &
Alumni Engagement

Item: Cost:

Marketing/Publicity:
News release:

Ad:

Social media:

Campus digital screens:

Posters:
Flyers:
Publications:

Signage for building:
Event directional signage:

Parking:
Special event parking request:

Disabilities needs:

Packing list for event:

Evaluation of event:
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