Event Planning Checklist

Reservations:

· Event Registration Form

· Room Request

· Facilities Request

· Catering Approval Form

· Catering Requests (catering@bellarmine.edu)
· Financial forms filled out for any travel arrangements (hotel, car rental, conference fees, etc.)

Contracts:

· Signatures

· W-9 Form

· Certificate of Insurance

· Financial forms filled out

PR:

· Event entered in Student Activities & Master Calendar

· SGA Weekly What’s Up & bathroom calendars (sga@bellarmine.edu)
· Daily Knight (sac@bellarmine.edu)
· Posters stamped by SAC

· Financial forms filled out for any PR materials 

Financial Cheatsheet: 

1st - Purchase Orders (PO) – for payments that can be rendered after service or purchase

2nd - Check Requests – for payments that must be made previous or at the time of service

3rd – Reimbursement – for purchases needed to be made where a PO or check request can’t be used.
Step 1: Approval Form 

Step 2: Make sure you have a Tax Exempt form b/c BU won’t reimburse money you spend on taxes

Step 3: Expense Claim Report (this form available on the Purchasing Webpage under SBF Forms (www.bellarmine.edu/purchasing)
W-9 Forms – Before BU can pay a vendor, they must have a W9 form on file. Check with Lauren to see if you need to get this.
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