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Event Planning Checklist: Ticketed Events 

Confirm Logistics 
Contact the group ticket sales coordinator at the organization you’re working with to 
confirm your event and finalize all necessary details: 

 What tickets are available and at what price points? What discounts and/or 
specials will your group receive? Work to identify seating options with good 
sight lines and reasonable ticket prices. Get detailed info on seat location. 

 Is payment by check accepted? Be sure the organization knows the Association 
is a tax-exempt 501(c)3 non-profit. New vendors will need to provide a W9. 

 Is there a minimum group size requirement? Is there a maximum group size 
limit? 

 What happens in the case of inclement weather (for outdoor events)? Refunds, 
postponed, other? 

 When does the sales coordinator need to know how many tickets you need?  

 
Identify a location for the pre-event reception. Try to match the feel of the venue with 
the feel of the ticketed event. Contact the reception venue to confirm your event and 
finalize all necessary details: 

 What space can be designated for UMass alumni? Is there a capacity limit in this 
space?  

 What food or drink promotions are offered on the day/time of the event? Is the 
venue willing to offer any specials for UMass alumni (special pricing, a few 
complimentary appetizers for the group, etc.)? 

 
Determine your ticket price. 

 All events should be priced to break even or generate a profit. 

 Is this a professional sporting event? If so, a $10 registration fee is required, 
with proceeds dedicated to directly supporting student scholarships. The 
scholarship fee can be incorporated into other types of events as well. 

 
Compile all information needed to begin promotions: 

 Contact info for the lead volunteer 

 Event title and description of event  

 Event date and time (reception time and event time) 

 Reception venue name, address, phone number and URL (include directions, 
parking instructions, etc.) 

 Event venue name, address, phone number and URL (include directions from 
reception venue, parking info, etc.) 

 Registration details: ticket price, seat location, capacity, registration deadline 
and method of ticket distribution 

 Optional: Suggested content for promotional email 
 

What to Do Once 

Your Event Proposal 

is Approved 
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Work With Your Event Coordinator 

 Forward all information to your event coordinator. 

 Carefully review your registration page (if applicable) when your event 
coordinator sends you the preview. If any changes are needed, send them to 
your event coordinator.  

 

Promote Your Event 

 Once your page goes live, begin promoting your event by: 

o Emailing a personal note and the link to register to your UMass 
contacts. 

o Emailing other volunteers in your network and encouraging them to 
share with their UMass contacts. 

o Sharing your event on social media (Facebook, LinkedIn, twitter) 
through personal and/or Network social media channels. 

 Follow the Alumni Association social media channels to 
like/share/favorite/retweet Association posts about your event. 

 

Prepare for Your Event 

 Register yourself for your event prior to the registration deadline. 

 Let your group sales coordinator and the pre-event reception venue know how 
many alumni are attending. 

 Print a copy of the attendee list and sign-in sheet for walk-ins (obtain from your 
event coordinator). 

 Determine who will be on-site to greet alumni as they arrive, track attendance 
and distribute tickets. 

 Determine who will be on-site to capture photos to be shared with Network 
constituents and the Alumni Association. 

 

After Your Event 

 Send photos and attendance updates to your event coordinator. 

 Complete the Event Evaluation Form within one week from your event. 
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