
EVENT CHECKLIST/TIMELINE 

 

6-12 Months Ahead - Planning 
□ 

 

□ 

□ 

□ 

□ 

□  

□ 

□ 

□ 

□ Time: Determine the best time for your target audience.
□ 

□ 

□ 

□ 

 
□ 

□ 

□ 

□ 

 

 

 

https://www.vanderbilt.edu/studentcenters/events/plan-your-event/
https://www.vanderbilt.edu/studentcenters/outdoor-events/
https://emscampus.app.vanderbilt.edu/VirtualEMS/
https://www.vanderbilt.edu/studentcenters/films-performance-and-speakers/
https://www.vanderbilt.edu/studentcenters/films-performance-and-speakers/


□  
□ 

□ 

 

4-6 Months Ahead 
□ 

 

□  

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□  

□ 

 

 

2-4 Months Ahead 
□ 

 

□ 

 

□ 

 

□ 

□ 

 

□  

 

4 Weeks Ahead 
□ 

 

https://www.vanderbilt.edu/studentcenters/co-sponsorship/
https://www.vanderbilt.edu/studentcenters/anchorlink-2/
https://www.vanderbilt.edu/studentcenters/accessibility/
https://www.vanderbilt.edu/studentcenters/sustainability/
https://www.vanderbilt.edu/studentcenters/food-trucks/
https://www.vanderbilt.edu/studentcenters/special-event-registration/
https://www.vanderbilt.edu/studentcenters/vendor-rentals/
https://www.vanderbilt.edu/studentcenters/event-ticketing/
https://www.vanderbilt.edu/studentcenters/alcohol-at-events/
https://www.vanderbilt.edu/healthydores/host-responsibility-training/
https://www.vanderbilt.edu/studentcenters/protection-of-minors/
https://www.vanderbilt.edu/studentcenters/special-event-registration/


□ 

 

□ 

 

□  

□  

□ 

□  

□  

 

Day of the Event 
□  

□  

□  

□  

□  

 

1 Week Post Event 
□  

□  

□  

 

https://www.vanderbilt.edu/studentcenters/traffic-and-parking-support/
https://www.vanderbilt.edu/studentcenters/traffic-and-parking-support/
https://www.vanderbilt.edu/studentcenters/safety/

