	PRIVATE 
OBJECTIVE: Present the awards banquet for the School of Business (SOB) in the Spring of 2003.PRIVATE 



	PRIVATE 
Action Steps
	Evidence of Completion
	Responsibility
	1st Qtr
	2nd Qtr
	3rd Qtr
	4th
Qtr
	+1 Qtr
	+2 Qtr

	1. Form a committee to plan for the awards banquet.

      Divide up responsibilities of banquet planning into committees: Food, Awards, Setup & Decoration, Clean-up, etc.

2. Prepare a budget. List the cost and keep cost as low as possible.

A. Invitations & Postages

B. Banquet place decoration

C. Food

3. Decide when the banquet is to be held.  

4. Decide where the banquet is to be held. Book the place in advance.

5. Prepare a banquet set-up check list 

6. Determine how many faculty, students, awards winners and donors, etc, are to be invited. 

A. President Johnson is invited. Make sure he will have time that day.

B. Make a list of the faculty, students, awards winners and donors who will be invited. 

C. Mark those whom are most wanted to attend.

D. Prepare a list of the individuals who are receiving honorary awards. Determine the awards giver on the banquet. 

7. Determine who the main speaker should be and contact him for good preparation beforehand. 

8. Invitations:

A. Make a draft and let the committee members go through it to finalize the invitation form. 

B. Print out all the invitations. 

C. Send them out one month earlier than the banquet.

D. Contact those people who are most wanted to attend. Make a personal visit or phone call if necessary.

E. Allow time for RSVP.

9. Collect RSVP forms and feedback by telephone call and personal visits to see how many guests will attend the banquet.

10. Order gifts and supplies--plaques, decorations, centerpieces, etc. 

A. Centerpieces for the tables 

B. Decorations for the stage and the podium

C. A registration table

D. Corsages for special guests 

E. Special lighting effects 

11. Equipment and Accessories:

    Determine if the banquet will need the following: dance floor, microphone, big screen TV with VCR, overhead with screen, extension cords, and podium. Make sure the facilities are available for the reception before the dinner.  

12. Registration

Assign someone to sign in guests.

13. Determine if cameraman and video man from local media are to be invited for news reports. If yes, invite them and make sure they will come.

14. Catering

F. Select the cafeteria owner as the caterer.
G. Make sure the caterer is available on the day the banquet is going to be held.  

H. Make sure enough plates, cups, napkins, silverware, table clothes, etc, are available.

I. Find out in advance how flexible the caterer is on final food selection, on final count of meals and on how many extras they plan for. 

J. Consider how long it will take serve the guests. If the group is large, consider asking that the tables be set and ready with salad, drinks, bread and dessert before the first guest arrives.

15. Prepare a banquet Program 

1) Speakers on the banquet. 

A.  Contact President Johnson to find out if he would like to give a speech.  

B.   Decide whether donors and awards winners should make speeches. 

C.   If yes, make a list of the speakers.

K. Contact them to see if they would like to speak on the banquet.

L. Finalize the speakers’ list.

2) Prepare a recognition list

3) Decide if there will be any kind of performance and entertainments. Determine the length of the performance and the entertaining programs. Contact entertainers for good preparation of facility needed.

16. Make a printed program to everyone present

It will help to keep things moving forward in good order. Give a place to acknowledge the people who have been involved in the planning and preparations for the evening (e.g. who made the decorations, who was on the committee, etc.)

17. Seating

A. Open seating instead of assigned seating?  

B. The full banquet room will be set up for 180 people, with 18 round tables, each seating 10 people.  

18. Food:

A. Decide the style of the banquet: buffet or dishes served in courses.
B.  Choose dishes and make the menu.
19. Clean up assignment

Decide who will be responsible for removing after the dinner.  

 20.Banquet wrap-up checklist:

a) Send thank-you notes

b) Plan a wrap up committee meeting

c) Submit bills and all expenses

d) Discuss efficiency and organization of banquet

e) Publicize results of banquet on local radio and newspaper

f) Make suggestions on things to change or improve for next year

g) Start planning for next year

21. Other details: 

A. Provide background music in the ballroom.

B. Make the toilet clean and neat. Set out a basket of hand creams and hair spray for ladies.

C. Place instruction board outside the ballroom to show the way.

D. Make more parking place available on the day the banquet is held.

E. Provide security portal.


	A core group formed, of four members including three department chairs and a coordinator. 

A budget list for various costs.

Decision: 5pm, 02/07/03 Friday

Ballroom, SOSU

The list

List of the attendants, list of the speakers, list of the award receiver and giver.

Commitment of the main speaker

Invitations sent one month before the banquet begins

Obtain the number of people to attend

Receive the things ordered

Necessary equipments are available

Guest book & pen available, people to sign in guests assigned

Local media people agree to come.

As long as the left column in 14 is fulfilled

Speakers contacted and agreed to speak; Make a list. 

List agreed by the committee.
Performance listed.

Program printed out. 

Table and chairs set. 

Menu made.

Clean up assignment made.

All details on the left are followed. 

All details on the left are followed.
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