	Program/Activity
     
	
	Location of Activity
     

	

	Programmer
     
	
	Date of Activity
     



Programming Check List
	
	
	
	
	

	Setup
	
	Assigned to
	
	Date Completed

	 FORMCHECKBOX 
  Program selected
	
	     
	
	     

	 FORMCHECKBOX 
  File set up for program
	
	     
	
	     

	 FORMCHECKBOX 
  Artist or representative contacted to obtain specifics (price, date & time, facility requirements, special equipment, etc)
	
	     
	
	     

	 FORMCHECKBOX 
  Budget set for program
	
	     
	
	     

	 FORMCHECKBOX 
  Calendar checked for scheduling conflicts
	
	     
	
	     

	 FORMCHECKBOX 
  Contract completed & sent to Artist(s) with W-9
	
	     
	
	     

	 FORMCHECKBOX 
  Contract, Rider & W-9 returned and agreed upon
	
	     
	
	     

	 FORMCHECKBOX 
  Contract & Rider approved by authorized persons
	
	     
	
	     

	 FORMCHECKBOX 
  Facility reserved for program
	
	     
	
	     

	 FORMCHECKBOX 
  Hotel accommodation made with reservation confirmation
	
	     
	
	     

	 FORMCHECKBOX 
  Fill out the Program Planning & Assessment Worksheet
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	
	
	
	
	

	Publicity
	
	Assigned to
	
	Date Completed

	 FORMCHECKBOX 
  Decide on publicity for event
	
	     
	
	     

	 FORMCHECKBOX 
  Posters/Banners created & distributed
	
	     
	
	     

	 FORMCHECKBOX 
  Flyers created & distributed
	
	     
	
	     

	 FORMCHECKBOX 
  Table tents created & distributed
	
	     
	
	     

	 FORMCHECKBOX 
  Invitations created & distributed
	
	     
	
	     

	 FORMCHECKBOX 
  Information sent via @whitman.edu
	
	     
	
	     

	 FORMCHECKBOX 
  Pio contacted
	
	     
	
	     

	 FORMCHECKBOX 
  Mailbox Stuffers created & distributed
	
	     
	
	     

	 FORMCHECKBOX 
  Information sent to Community postings
	
	     
	
	     

	 FORMCHECKBOX 
  KWCW contacted
	
	     
	
	     

	 FORMCHECKBOX 
  Chalking around campus
	
	     
	
	     

	 FORMCHECKBOX 
  Table in Reid
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     


	

	Production
	
	Assigned to
	
	Date Completed

	 FORMCHECKBOX 
  Contract Rider & Staging received 
	
	     
	
	     

	 FORMCHECKBOX 
  Facility set-up/staging scheduled
	
	     
	
	     

	 FORMCHECKBOX 
  Sound & Lights scheduled
	
	     
	
	     

	 FORMCHECKBOX 
  Security scheduled
	
	     
	
	     

	 FORMCHECKBOX 
  Volunteers/Staff given event assignments
	
	     
	
	     

	 FORMCHECKBOX 
  Greenroom arrangement made
	
	     
	
	     

	 FORMCHECKBOX 
  Catering Contacted and Scheduled (if needed)
	
	     
	
	     

	 FORMCHECKBOX 
  Copy of Staging requirements /Rider given to Sound & Lights
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	
	
	
	
	

	Pre-Program
	
	Assigned to
	
	Date Completed

	 FORMCHECKBOX 
  Phone call to artist or rep. To double check on arrival time, directions, and additional concerns
	
	     
	
	     

	 FORMCHECKBOX 
  Arrangements made to pick up performer at the airport or to meet at predetermined location
	
	     
	
	     

	 FORMCHECKBOX 
  Person assigned to act as host throughout performer’s stay (to introduce and otherwise be in charge)
	
	     
	
	     

	 FORMCHECKBOX 
  Arrange for water, coffee or soft drinks on stage as needed
	
	     
	
	     

	 FORMCHECKBOX 
  Present payment after performance
	
	     
	
	     

	 FORMCHECKBOX 
  Person assigned to drive performer to the airport, hotel, or otherwise say good-bye
	
	     
	
	     

	 FORMCHECKBOX 
  Double check all production arrangements
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	

	Post-Program
	
	Assigned to
	
	Date Completed

	 FORMCHECKBOX 
  Member assigned to write thank you letter to artist and/or agency enclosing pictures, reviews, positive comments, negative comments, etc.
	
	     
	
	     

	 FORMCHECKBOX 
  Get feedback from volunteers & audience members
	
	     
	
	     

	 FORMCHECKBOX 
  Complete the Program Planning & Assessment Worksheet and turn in with completed file for program
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     

	 FORMCHECKBOX 
       
	
	     
	
	     


