I & I Ceremony Planning Checklist

Use this basic checklist to assist your group in planning a successful I & I Ceremony. Remember, this checklist may not have all of the specifics that your event requires, so brainstorm prior to starting your event planning to ensure everything gets covered! 
Make sure you reference the I & I Ceremony Guidelines, Sample Program, and Sample Script in the Career Association Handbook (Appendix Pages C-14 to C-25)
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Date: __________________________________________

Time: __________________________________________

Location: _______________________________________

BRAINSTORMING

· What type of event do we want? (formal, informal, daytime, evening, etc.)
· What theme do we want?
· What tentative dates do we want?
· Do we have the resources to make it happen?
BUDGETING
· What is the budget?
· How will we divide the budget amongst each planning committee?
VENUE/TECHNOLOGY COMMITTEE
Students in committee: ___________________________

· What size room do you need?
o What venue can you afford?
· Secure a venue based on your needs
· Talk with the appropriate room reservation office
· Tentatively book a couple of dates
· Call the reservation office back to confirm your date, once finalized.
· Work with the Program committee to determine what kind of tech needs you will need? (Screen, projector, VGA cords, HDMI cords, podium, microphones, speakers, etc.) 
· Consider what other technology you will use to enhance the I & I Ceremony (PowerPoint Presentation, music, etc.)
· Schedule a meeting to go over your tech needs and room set-up with venue.
· Coordinate with the Guest Coordination Committee to see how many guests will be in attendance.
· Determine room setup and create a diagram to share with the venue, and the Guest Coordination and Decorations/Catering Committees. 
· Assign JAG students to sit at a check in table to check in guests as they arrive.
· Assign ushers to guide guest to their seats.
· Assign JAG students to clean up after the event.
GUEST COORDINATING COMMITTEE

Students in committee: ___________________________

· Determine who you want to attend the I & I Ceremony. (Family, School Staff, Employers, Special Community Members, Elected Officials, etc.)
· Create a list of all guests (See Guest List Excel)
· Create an invitation. 
· Determine how guests will RSVP. Set RSVP deadline one week prior to the I & I Ceremony.
· Determine how it will be disseminated to guests. (Emailed, mailed, hand delivered)
· Send invitation at least 3-4 weeks before the I & I Ceremony.
· Look at your guest list to determine who is a VIP guest (School Board member, Legislature, Administrator, Employer). It is good practice to contact them via phone to ask them to attend before sending an invitation.
· Will you have a seating chart for all guest, or just VIP guest? Yes or No
· Create a seating chart using the room setup diagram provided by the Venue/Technology committee.
· Assign table hosts from your JAG program to greet guests and network at each table.
PROGRAM COMMITTEE

Students in committee: ___________________________

· Determine the order of your program.         (See Career Association Handbook Appendix Pages C-14 & C-24 to C-25)
· Determine who will serve as the MC to move the program along. Consider Career Association President or other officer.
· Ask the chosen person if they will be the MC and if they are available on the date of the I & I Ceremony.
· Who do you want to be a guest speaker? Consider a former JAG student, community member, elected official, etc.
· Ask the chosen person if they will be the guest speaker and if they are available on the date of the I & I Ceremony.
· Will there be entertainment? Look within your JAG program and school for free entertainment (School band, singer, dancers, poet) 
· Contact the entertainment to see if they will participate and if they are available.
· Assign officers different tasks on the program (provide the welcome, introduce speakers, introduce VIP guest, etc.)
· After determining the outline of the program, consider making a physical program to pass out to guests.
· Create a script for those on program to follow. (See Career Association Handbook Appendix Pages C17 to C-22, and C-24 to C-25)
· Let the Venue/Technology committee know your technology needs for the program.
· Schedule times during class with your Specialist/advisor to run through the program prior to the event.
FOOD/DECORATION COMMITTEE

Students in committee: ___________________________

· Based on your budget, determine what kind of food you want.
· Determine how the food will be provided (via donations, potluck, school culinary class, purchased, etc.)
· If soliciting donations, work with your specialist/advisor to create a solicitation letter. Find out the deadlines for requesting donations from the organization.
· If you are doing a potluck, create a sign-up sheet for all JAG students to write what they plan on bringing.
· Based on the theme, determine how you will decorate the I & I Ceremony. Consider table decoration, decorations on the stage, and decorations where guest enter.
· Determine how you will acquire the decorations (Committee can make decorations, work with the school’s art department to have decorations made, get donations, ask school staff what decorations they may have.)
· Designate JAG students to set up decorations prior to the I & I Ceremony.
· If applicable:  designate students to serve food/refreshments.
Other Things to Consider (Talk to venue to determine if you will need these)

Who is responsible: _________________________________

· Food Permit filled out
· Outdoor Space Permit filled out
· Sound Permit filled out
· Security Scheduled (Your venue may require this)
GRANTS/FUNDRAISING (IF APPLICABLE)
Who is responsible: _______________________________

· If you are applying for grants, did you get your applications in by the deadline?
· Have you scheduled an appointment to meet with the grant committee?
· What measures are you taking to ensure you can pay your vendors up front?

SHOPPING
Who is responsible: _________________________________

· Supplies needed: 
o Silverware
o Plates 
o Napkins o Cups

o Tablecloths

o   Decorations 
o Performer specific items/requests o Other:

· _______________________
· _______________________
· _______________________
WEEK PRIOR

Vendor/Technology Committee:
· Call reservations and make sure all details are secured (set up of tables and technology)
Guest Coordination Committee
· Finalize seating arrangements for guests.
· Send reminder to guests of I & I Ceremony.
Program Committee
· Send reminder to all individuals on the program. Consider having them arrive at least 30 minutes in advance to test technology and answer their questions.
· Print programs and certificates
· Do a final run through of the program.
Food/Decoration Committee
· Work with your specialist/advisor to purchase supplies needed.
· Finalize decorations or arrange for them to be picked up or delivered.
· Arrange for catering/refreshments to be picked up or delivered
DAY OF EVENT
· Arrive early for the event for set-up and decorating.
· Meet vendors at the event and assist with set-up, if applicable
· Pick up or deliver catering/refreshments
· Greet and check in guests at the door
· Have fun!
· Clean up, remember that your reservation’s location may have special clean up regulations
AFTER THE EVENT

· Send thank you notes to people on program and any other volunteers who worked extra hard.
· Do a post-event evaluation (see example attached)
**Don’t forget to keep a list of the people and the phone numbers that you are contacting throughout your planning. We suggest collecting them on the back of this list**
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