EVENTS & FACILITIES PUNCH LIST

2/21/11

Set-up needs:

Room layout:

Move furniture:

Catering order:

Catering set-up needs:

Flowers:

Water:

Tables, 8ft or rounds:

Bar: 

Chairs:

Rain location:

Grills: 

Trash cans, recycle bins:

Bulletin Boards:

Coat racks: 

Coffee Table: (take off??)
Rug: (take off??)
Flip Charts:

Sign Standards:

Podium: 

Lectern:

AV needs: Tuck Streams 

Tents: Lights, Heaters:

Access Control doors:

Outdoors Permits:

Alcohol Permits:

Parking:

Staging:

Event Buckets:

Dance Floor:

DJ or Band:

Extension cords:

Road Horses:

Custodial Coverage:

Access Control-doors unlocked:
Event Signage –designated areas:
Video Recording:
Banners:
Linens:
