Event To Do List
Below you will find a sample event to do list. Not all items listed will apply to your event and the list is not all inclusive, but we hope this can provide a sample timeline as you start to envision your event.

Once you have submitted the Event Approval Form and your event is approved, Student Life staff will follow up with guidance and a personalized version of this to do list to help you in your planning.

Please email Student Life with any questions regarding the event planning process.  
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	TASK
	NOTES

	☐	Brainstorm event details using Event Planning Guide (EPG)
	Optional; can work on this in any order

	☐	Confirm availability of at least 1 club member and 1 advisor for event setup, clean up, and facilitation
	

	☐	If using club funding, get club approval for event and note approval, details, and the projected NTE* budget amount in the club meeting minutes
	

	☐	Submit event idea to be reviewed for approval at an upcoming ASG meeting
	Complete Event Approval Form
Approval needed to use any funding- include all possible expenditures

	Once your event is conditionally approved by Student Life, you will receive a notification from Student Life with a checklist tailored to your event, which may include:

	☐	If a trip, larger scale event, event with more risk than usual, or event with costs not included in existing Student Life Board Item, submit Board Item through Teams**
	At least 2 weeks before event date
Teams Approvals user guides & resources

	☐	If an in-person or hybrid event, submit 25Live request to reserve space**
	25Live login
To include the event in the student calendar, please and follow all steps in the Instructions: Adding Online Student Events into 25Live or Instructions: Adding In-Person & Hybrid Student Events into 25Live and indicate “Student Interest.”

	☐	If an online event that you want to appear on the student calendar, add event on 25Live**
	

	☐	If members of the public may attend or your event is outside of college operating hours (generally Monday-Friday from 8am-5pm), submit Facilities Use Agreement (FUA)**
	FUA form

	☐	If you plan to fundraise, complete the Club Fundraising Activity Request. To complete this, you will need:
· A clearly defined purpose for the fundraising
· Club minutes approving the fundraising activity
· A fundraising budget (can use budget template)
All deposits must be accompanied by receipts or, if applicable, a letter from a donor as required by the Coastline Foundation.
	Business Services can provide cashboxes and Student Life can provide receipt books, as needed.

	☐	If designing promotional graphics yourself, ensure materials are accessible by emailing them to Dean Aeron Zentner for approval (please CC Student Life)
	Coastline College Accessibility Guide

	☐	If requesting promotional support from Marketing (graphic design, social media, website, and Sandbox newsletter), email Marketing to make a request (please CC Student Life)
	Requests should be made 4+ weeks before planned distribution date and should include finalized copy (text)
See Template Email to Marketing

	☐	If needed, request purchasing through Student Life:
· Check to pay vendor/contractor- 
· Request quote from vendor
· Submit Club Check Request for Vendor Form
· Reimbursement-
· Get Student Life email approval prior to purchase
· Complete the Reimbursement Request to submit itemized receipt(s) after purchase
	If a contract is needed, this must be approved first for contractor to be eligible for payment. This may take 4-8 weeks to process.
After Student Life approval, check requests may take up to 2 business weeks to process
Gift cards and alcohol are not allowed to be purchased with ASG funds.

	☐	If it is an off-campus trip:
· If costs will be incurred by the advisor, they must complete a Conference Authorization Request (CAR) form to be signed by both their department chair and/or supervisor and Student Life**
· If planning to use district transportation, request a bus or vans and then call the Transportation Dept at 714-438-4691 five days prior to confirm transportation arrangements**
· All participants should complete the Volunteer Activities Participation (VAP) form
	Travel/Conference Procedures for college employees
Transportation requests should be done 4 weeks prior to the date of the trip.
Buses seat 52 and vans seat 8. The number of buses/vans will be based on the number of passengers in the request (you do not need to submit multiple requests for the same trip).
If using district vans, drivers must be trained by the District Transportation Dept (one-time training) and must return with a full tank of gas.

	☐	If you need IT & AV equipment/support (mic, speakers, projector, etc.), place IT request**
	For most requests, select “Information Technology”, then “Audio Visual and Video Conferencing Services”, then “Set Up audio visual equipment for an event”

	☐	If requesting printed materials:
For flyers and small posters (11”x 17” or less), submit a Print Shop Request through Coastline. You can reach out to Student Life for the club budget number.
· For brochures and larger posters, email Student Life details of your request so we can submit an order on your behalf to OCC’s Print Services
	Requests should be made 2-3 days before materials needed; longer if through OCC. List club name as department. Delivery address can be “Student Life” if you want to pick them up at our office (Student Services Center 204)

	☐	If posting materials on campus,
· For Garden Grove Campus, give to Leonora Castillo at the front desk to be posted to the bulletin boards and send a digital copy to Michelle Edison to be included on digital signage in the lobby
· For Newport Beach Campus, give to Kathy Bledsoe to be posted in the glass bulletin boards or in the office.
· For Student Services Center (Fountain Valley), flyers can be posted on the bulletin board near the 1st floor restroom.
· For Westminster Le-Jao Campus, contact Minerva Guray for help with posting.
	

	☐	If requesting communications from Student Life (Student Services newsletter, mobile app push notification, and email to students), email Student Life.
	Requests should be made 5+ business days before planned distribution date
See Template Email to Student Life for Communications Support

	☐	If you need resources (tables, chairs, podium, etc.), place M&O request (even if included in 25Live)**
	Requests should be made at least 48 hours prior to the event
Check 25Live for available resources and specify quantities needed on request

	☐	Post promotion on the Coastline mobile app (optional)
	Coastline app- post on the Community feed (page 5)

	☐	Finalize event schedule and facilitation, including setup and breakdown
	

	☐	Enjoy your event and take pictures to share with Student Life so we can help get the word out about the amazing things you are doing!
	Post a photography disclaimer poster (option 1, option 2) visibly in the event location (and take a picture of it) or all participants in photos should sign the Image Release Form (required regardless of poster presence for participants under 18 years old)


*NTE= Not to Exceed (i.e. the upper limit of the range approved by the club)
**Need to be completed by club advisor as college employee
