[image: A black background with a black square

Description automatically generated with medium confidence]

Office of Research Events



This document is a checklist of items to consider when planning your event on campus.

1. Date selection:
· Consult Federal and Religious Holiday calendars
· Consult campus closure schedule
· Consult Purdue event calendar
· Confirm President/EVP/Provost/Dean schedule, if applicable

2. Forms:
· Presidential request form
· EVPR speaker request form
· Provost speech request form
· Marketing/Communications assistance form

3. Meeting/event materials:
· Create an agenda (.docx template) 
· Compile Purdue attendee bios
· Work with communications team to develop marketing materials, if needed.
· Emails
· Invitations
· Program
· Signage
· Create nametags 

4. Logistics:
· Reserve space for meeting, event, etc.
· UniTime (for most conference rooms on campus)
· Resource Allocation Tool (for Chaffee Hall, Zucrow Labs and HARF)
· Purdue Memorial Union space
· Determine account number to charge for all services/expenses
· Determine audio-visual needs
· Laptop/computer
· Projector
· Screen
· Microphone needs (handheld, lavalier, podium, etc.)
· Slide advancement needs
· Determine catering and meal needs
· Determine lodging needs
· Request parking passes and/or set up transportation
· Determine if event registration is needed
· Create a Qualtrics form for RSVPs, if applicable
· Determine security needs
· Contact Office of Research Security/Export Controls and Facility Security Officer as necessary  

5. Communication needs:
Please submit a project request with the Office of Research Communication to support your communication and marketing needs, such as: 
· Determining if photographer is needed.
· Developing a news and media plan (social media posts, press release, etc., as needed). 

6. Know before you go communication:
· Send final “Know before you go” packet to the visitor(s)
· Include the following items
· Agenda
· Purdue Bios
· Hotel Confirmations (if applicable)
· Maps
· Parking information
· Dress code (if applicable) 
1. Uniform for military
2. Lab requirements? Close toed shoes, pants
3. Total cost of meals (for DoD)
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