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Event Planning Checklist

EVENT INFORMATION

Event Name:

Main Contact:

Email:

Location:

CHECKLIST

| I have filled out and submitted the McCourt Event Planning McCourt Event Planning Form
Form

] | have added the event to the GPPSA calendar GPPSA Calendar

] If my event has alcohol | have submitted the TIPS Request TIPS Request Form
Form

O If I used my own form of payment, | have filled out and Reimbursement form

submitted the necessary Reimbursement forms to Danett
Song’s mailbox

O I understand all receipts must be itemized, pasted/taped on
printer paper for scanning purposes, and stapled to back of
reimbursement form for reimbursements to be processed

| | used the Declining Balance Card provided by GPPSA and Balance Card Reconciliation
filled out the Balance Card Reconciliation Form by using the info Form
in the Spending Categories form

Spending Cateqgories *used to fill
out form

O | have filled out and submitted the Post Event-Evaluation Form Post-Event Evaluation Form

Ol | understand that failure to submit the necessary reimbursement
forms and the Post-Event Evaluation Form within three weeks of
the event date will result in me not being reimbursed

O | understand all the above terms and statements above Type Name Here (Signature)



https://docs.google.com/forms/d/e/1FAIpQLSdUC4Als8hPDpGFNR2y32bduA8yMfknVH710kS6YNwr0c-hJg/viewform
https://calendar.google.com/calendar/embed?src=info%40gppsa.org&ctz=America/New_York
https://docs.google.com/forms/d/e/1FAIpQLSePTRgcjcwmiCEjshqkVXD30ezuQkPk2kalTbmENCWHloknVg/viewform
http://gppsa.org/wp-content/uploads/2015/08/Reimbursement_form-2017-Update-1.pdf
https://docs.google.com/forms/d/1Jgd7ZjEJ8bwPtrTypT9aWKfD9tzE7uJme0NzaagpTEI/viewform?edit_requested=true
https://docs.google.com/forms/d/1Jgd7ZjEJ8bwPtrTypT9aWKfD9tzE7uJme0NzaagpTEI/viewform?edit_requested=true
http://gppsa.org/wp-content/uploads/2015/08/Dept-spend-categories-2.pdf
http://gppsa.org/wp-content/uploads/2015/08/Dept-spend-categories-2.pdf
https://docs.google.com/forms/d/e/1FAIpQLScjH541uUzcrmf95S72EHLp-zqxbt59ipM6UbMiWGhanbFgrQ/viewform?c=0&w=1

