SBA Event Planning Checklist

Budget Approval Form

(Event name, description, &
itemized list)

Prior to SBA

. Three - Four Weeks Prior to Event
Budget Meeting

Space Request

Two Weeks Prior to Event

Media Tech Requests

(microphone, powerpount, sound
system, etc.)

One Week Prior to Event

Food Ordering
(Delivery, Pick Up)

After SBA Approval/ After Event Week of/Day
Money Spent of Event

Detailed Instructions for each item can be found on the SBA Event Planning Guide



https://law.rwu.edu/student-experience/life-rwu-law/student-involvement/student-bar-association/forms-policies

