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EVENT PACKING LIST | [Event Name]
Updated [Date]
Prepared by [Name]
	(
	ITEM
	PREPARE
	BRING
	PACK
	STORE AWAY

	
	Rolling suitcase
· Extra nametag box with 30 badge holders

· Stationary bag with pens, Sharpies, post-it notes, tape, scissor, cutter
· Senior Administration magnetic nametags

· A-L and M-Z signs with 2 stands

· Nametag return baskets with “Recycle Nametag” signs x [#]
· “No Show” and “Attended” nametag bags

· Registration caddies x [#]
· Packing tape

· First aid kit and CPR masks

· Hand sanitizer
	
	
	
	

	
	“Safe Ride Home” signs x [#]
	
	
	
	

	
	Photography disclaimers x [#]
	
	
	
	

	
	Sustainability table-top sign x [#]
	
	
	
	

	
	Printed programs x [#]
	
	
	
	

	
	Printed menu cards x [#]
	
	
	
	

	
	Printed maps or brochures x [#]
	
	
	
	

	
	Pop-up banners x [#]
	
	
	
	

	
	Sustainability pop-up banner x [#]
	
	
	
	

	
	Podium banner x [#]
	
	
	
	

	
	Sponsor signs and stands x [#]
	
	
	
	

	
	Easels  x [#]
	
	
	
	

	
	Directional signs with arrows x [#]
	
	
	
	

	
	Reserved table signs x [#]
	
	
	
	

	
	Reserved seating signs x [#]
	
	
	
	

	
	Table numbers and stands x [#]
	
	
	
	

	
	Registration binders x [#]
· Attendance reports (alpha and category)

· Table assignments

· Reserved seating list

· Dietary report

· Walk-in registration sheet

· Program schedule

· Onsite registration payment form
	
	
	
	

	
	Lead Data Coordinator binder x [#]
· Attendance reports (alpha and category)

· Yes/no/no report

· Table assignments

· Reserved seating list

· Dietary report

· Walk-in registration sheet

· Centerpiece giveaway list

· Boutonniere/corsages list

· Program schedule
· Onsite registration payment form
	
	
	
	

	
	Emcee binder

· Program schedule

· Book of words
	
	
	
	

	
	Backup binder x [#]
· Program schedule

· Book of words
· Floorplan

· Event contact list

· MECS Event Plan

· Banquet Event Order
· Attendance reports (alpha and category)
· Vendor contracts (eg. florals, rentals, parking, etc)

· Photo shot list
	
	
	
	

	
	Nametag cages

· Printed nametags

· Nametag trays

· Dietary cards

· Table number cards
· Centerpiece cards
· Drink tickets
· Nametag ribbons
	
	
	
	

	
	Printed table tentcards and extra blanks x [#]
	
	
	
	

	
	Gifts for speakers, President, donors, volunteers, performers, etc
	
	
	
	

	
	Chocolates x [#]
	
	
	
	

	
	Vases x [#]
	
	
	
	

	
	Radios and chargers x [#]
	
	
	
	

	
	Cheque and payment confirmation for Elder
	
	
	
	

	
	Cheque(s) for performer(s)
	
	
	
	

	
	Umbrellas x [#]
	
	
	
	

	
	SFU water bottles x [#]
	
	
	
	

	
	iPod and connector for background music
	
	
	
	

	
	iPad for onsite registrations
	
	
	
	

	
	Rolling carts x [#]
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