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GENERAL EVENT PRODUCTION TIMELINE 

	Four Months Before the Event Date

	
	Identify strategic goals.

	
	Identify a target audience and key stakeholders. 

	
	Brainstorm the event program and speakers.

	
	Identify event budget and appropriate Workday Work Tags.

	
	Research and gather quotes for possible vendors and venues.

	
	Create an event communications timeline that outlines invitation send dates.

	
	Determine which event registration platform is necessary. (i.e. Cvent, Trumba, Microsoft Forms) 

	
	Draft an event description.

	
	At least 8 weeks prior to the email invitation send date, submit Project Inquiry Forms (PIFs) for event and marketing support, as needed, such as an event registration website, email invitations, email reminders, etc.

	Three Months Before the Event Date

	
	Confirm the date, time, and location. 

	
	Complete a University Use of Facilities Form (UUF).

	
	Begin evaluating your catering plan and determine if a UW Temporary Food Establishment Permit is necessary. 

	
	Select a caterer and other key vendors. 

	
	Finalize the event description and marketing/communications timeline. 

	Two Months Before the Event Date

	
	Contract vendors and pay deposits.

	
	Complete Alcohol Service Request Form (ASR).

	Six Weeks Before the Event Date

	
	Confirm special guest lists, as necessary. 

	
	Determine your need for event staff and volunteers.

	
	Complete Alcohol Service Request Form (ASR).

	
	Submit a UW Temporary Food Establishment Permit form. 

	Four Weeks Before the Event Date

	
	Recruit and confirm volunteers to staff the event.

	
	Draft program timeline and share with guest speakers.

	Two Weeks Before the Event Date	

	
	Design and print event signage and check-in materials.

	
	Finalize logistics timeline and provide to event staff. 

	
	Submit a request for OnArrival iPads and other equipment with the CAS Event Equipment Rental Request Form. 

	One Week Before the Event Date

	
	Inform event staff and volunteers of their duties, logistics timeline, what to wear, etc. 

	
	Send an email to registrants with updates, information and reminders.

	
	Gather needed equipment and supplies.

	3 Business Days Before the Event

	
	Submit final catering number and allergen reports to catering team.

	Day of the Event

	
	Complete event set up. 

	
	Take photos of the event. 

	
	Share your cell phone number with vendors and volunteers for quick responses.

	
	Complete event tear down. 

	Post Event: One Week After the Event Day

	
	Send written thank you notes to guest speakers and key volunteers.

	
	Review all expenses and ensure contracts are properly invoiced.

	
	Complete a post-event debrief meeting.  

	
	Finalize all post event reporting documents, as necessary.

	
	Record event activity into Tandem OR ensure Cvent registration data has synced into Tandem.
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