Generic Event Planning Checklist
Once You Set A Date You Can:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
2 or More Months Out:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Four Weeks Out:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Three Weeks Out:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
One Week Out:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Three Days Out:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Day Before:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Day of Event:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
Day after Event:
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
☐  _____________________________________________
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