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Oneite PreparationChecklist

Securgundingsourcefor expensegverify accountnumbers
andacceptablepurchases)

Coordinatewith CampugPrintingServices

Preparepurchaseorder for reaffirmation

Preparewelcomefolders,nametags,meetingroom signage,
airport welcomesign,nametents, etc.

Conductvisit of areahotelsand meetingrooms

PrepareVSUeadershipteam and committeeroster pictures
andbiographyfor folder

Reserveblockof hotel roomsandmeetingroom

Arrangewith off campushotel for catering

ArrangeChair'spreliminaryvisit

Deliverwelcomefolders,reaffirmationmaterials,office
suppliesandtechnologyto hotel andon campusmeeting
room

Sendinformationoutline to staff representative

Preparevelcomebasketsfor hotel rooms

Reservemultiple on campusmeetingrooms(i.e.,welcome
sessionworkroom,breakoutrooms, private workrooms)

Makedinnerreservationdor eveningmeals

ContactcampusIT dept. with technologyrequests(i.e.,
computer,printer, internet accessgedicated| T support)

Arrangewith universitycateringfor refreshmentsand meals

Arrangeon site transportation(shuttle)

PrepareCampusOverviewand Welcomepresentation

Prepareagendaand providecopiesto all partieswho maybe
involved(i.e.,chair,transportation,catering,administrators,
hotel)

Someoneo follow up/confirm all of the above

Arrangeinformationalsession/sociafor studentsandfaculty
involvedin reaffirmation

Presentatioravailableat
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