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Daffodil International University

Daffodil Smart City, Ashulia, Dhaka


DIU Event Checklist 
	SL. No
	Supporting Areas 
	Details
	Team/Responsible

	1. 
	Name/Title of the Event
	
	

	2. 
	Name of the Department who have Initiated the Event
	
	

	3. 
	Convener of the Event
	
	

	4. 
	Organizing Committee
	
	

	5. 
	Overall Coordination will be done by
	
	

	6. 
	Associated/ Relevant Department/Section (if any)
	
	

	7. 
	External Organization (Co-Partner or Organizer) 
	
	

	8. 
	Objective of the Event
	
	

	9. 
	Expected Outcome of the Event
	
	

	10. 
	Date of the Event
	
	

	11. 
	Duration of the Event
	
	

	12. 
	Targeted Audience
	
	

	13. 
	Respected Guests 
	 
	

	14. 
	Total No of Guests
	
	

	15. 
	Event Sponsored by
	
	

	16. 
	Convener or Focal Point
	
	

	17. 
	Venue
	
	

	18. 
	Contact Person(s) 
	
	

	19. 
	Task related to Safety & Security Management section
	
	

	20. 
	
	
	

	21. 
	
	
	

	22. 
	Invitation
	
	

	23. 
	Cleanliness, Decoration & Beautification
	Campus
	

	24. 
	
	Program Venue
	

	25. 
	Transport 
	From 
	

	26. 
	
	To DIU Campus
	

	27. 
	
	Campus Tour
	

	28. 
	Guests Reception
	Assigned Officials at DIU Gate with Flowers 
	

	29. 
	Event Segment
	Formal
	

	30. 
	
	Campus Tour
	

	31. 
	
	Lunch 
	

	32. 
	
	Tea Session
	

	33. 
	Event Promotion
	Photography
	

	34. 
	
	Videography
	

	35. 
	
	PR
	

	36. 
	
	Video Testimonial
	

	37. 
	Souvenir
	Leaf Crest
	

	38. 
	
	Crest
	

	39. 
	
	Tissue Box


	

	40. 
	Promotional Materials
	Banner
	

	41. 
	
	X stand
	

	42. 
	
	Web Banner
	

	43. 
	Flag Stand
	
	

	44. 
	IT Support 
	Display
	

	45. 
	
	Documentary
	

	46. 
	
	Presentation
	

	47. 
	
	Video Documentaries
	

	48. 
	
	Cordless Micro phone
	

	49. 
	Tree Plantation
	
	

	50. 
	Guest Comment Book 
	
	

	51. 
	MC of the Event 
	
	

	52. 
	Note Taker of the discussion 
	
	

	53. 
	Good Bye
	See off Committee 
	

	54. 
	Parking 
	
	

	55. 
	Food for Drivers 
	
	

	56. 
	Food Menu
	
	

	57. 
	Post Event Thanks Letter 
	
	

	58. 
	Post Event Promotion 
	PR 
	

	59. 
	
	Social Media with Photo 
	

	60. 
	
	News Media 
	

	61. 
	
	Electronic Media 
	

	62. 
	Event Summary with Outcome  
	
	

	63. 
	Thanks giving part
	
	

	64. 
	PR Report Summary
	News Media
	

	65. 
	
	Electronic Media
	

	66. 
	
	Social Media
	

	67. 
	Scope for Any further Collaboration
	
	

	68. 
	Thanks Letter to the Partner 
	Thanks Letter 
	

	69. 
	
	Album
	

	70. 
	
	Documentary
	

	71. 
	
	Feature Article
	

	72. 
	
	Media Release Copy
	

	73. 
	Archiving all Documents
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