__________________ Dinner/Banquet

Initial Contact:______

Date/Time of Event:


Location of Event:

Project Officer:


Phone:


fax:

Beeper:

	CCP
	PO
	Task Item
	Remarks

	
	
	Supporting Events (DV Lounge)
	(Have you reserved the location

	
	
	Guest Speaker

Request Bio
	Coord dates and availability

Send formal invitation to speaker

Gift for speaker

	
	
	Invitations (Inserts?)


	(DV guest List   ( Menu and cost

	
	
	Programs
	

	
	
	Decorations
	

	
	
	    Handling of RSVPs
	Call back date:                   Send list to Visitor Cntrl (fax:6-5094)

	
	
	Publicity
	

	
	
	Seating
	

	
	
	Attending DVs/Family
	

	
	
	     Itineraries/Escorts
	

	
	
	Location Reserved
	

	
	
	Script


	(Review of Draft

	
	
	      Introductions
	

	
	
	Dry Run
	

	
	
	Photo(6-6359) /Video/ Comm(6-4043)

	

	
	
	Coord Tables/Chairs with

Club (if outdoors)
	

	
	
	Any Transportation Needs (6-3088)
	

	
	
	Honor Guard---Sideboys

(6-3654)
	(  Number of people in detail

	
	
	Flags
	

	
	
	Funding of any Kind
	

	
	
	Music/Singer
	NatAnth:              AF:

	
	
	Program   (Bios)


	

	
	
	Marquee
	

	
	
	Momemtos
	

	
	
	Foul Weather Plan
	

	
	
	Arrange Chaplain for Invocation
	Does honoree have preference?

	
	
	YASA Cards/Smart cards/ Place cards
	

	
	
	Arrange for Ushers and Escorts
	

	
	
	Parking Plan
	

	
	
	Arrival Table Plan
	CCP coverage                Cash Box    Pro Ratas


