
 Event Planning Assignments & Checklist 
Campus Life Office  

309-341-7303 
 
 

Name of Event:_______________________________________             Event Date:____________ 
 

Task  Assigned on To be 
completed by 

Persons(s) in charge 
of task 

Completed? 

(Example) Reserve a room in 
Alumni Hall  

3/23/2018 4/2/2018 Jane Smith 
 

     

     

     

     

     

     

     

     

     

     

 


