Event Checklist
(Submit no less than 6 weeks in advance)

· Name of Event  ______________________________
· Speaker/Guest Name _________________________
Country of permanent residence _______________
· List of Faculty member(s) hosting event

· Department Support Staff involved with event
· ______________________________
 (Home department)

· ______________________________
 (Other departments)

· Invitation Guest list
· Budget for event 
· Funding sources and account numbers ______________
· Expected expenses

· Co-sponsors

· Expected attendance of event
· Date, time and location of event

· Flyers- templates on cal.msu.edu
· Draft program/agenda

· Add to event calendar on website

· Printed, Emailed or both
· Size of flyers/posters, if printed
· List serves or groups the flyer should be distributed to, if emailed
· Who is printing (MSU or outside company)
· Monitor slide on TV in Wells Hall
· Travel Accommodations of guest

· Pre-Trip Authorization
· Dates of travel 
· Flight 
· Michigan flyer/cab/shuttle
· Lodging
· Provide the department secretary with contact information of guest so they can correspond directly, if needed.
· Determine catering for event

· Where to order from (see separate sheet for local restaurants that direct bill to MSU)
· Menu Selection
· Number of people who will need to be fed
· Will the guest be receiving any meal reimbursement?
· Will the hosting faculty or department be receiving any reimbursement for meals or out of pocket expenses?
· Conference rooms or classrooms (reservations) needed for event (If weekend event, there will be a custodial service fee)
· Equipment/AV needed for event 
· Tables/Chairs for event
· Will the guest and/or attendees need parking passes?
· Will students need to be hired/paid for this event? 
· If so, necessary hiring paperwork and submitting time sheets

· Will name badges be needed for event?

· If so, who is providing the guest list?
· What material should be provided to attendees (eg. Pens, paper, SWAG, agenda, etc.)

· Clean up after event? (MSU Sustainability on-campus event recycling program: http://35.9.51.48/index.php/services/recycling-waste/#event)

· Send Thank You Note to guest speaker
· Feedback forms for attendees
· Necessary paperwork

· IPF Service Request

· Pre-trip (submit to the GSAH department secretary a minimum of two weeks in advance for domestic guests and a minimum of one month in advance for international guests.)
· Section D completed by guest

· Signed by the chair

· Honorarium/Reimbursement 
· Will guest be receiving check the day of?

· W-9 (SS number)

*Other documents if Non-Resident Alien (Depending on type of VISA, but typically: I-94, W8-BEN, 8233, NRAPSC)*  

**Be aware of taxes that may be taken out**
