



Check List for Public Event and/or Regional Administrator’s Events
G  Date of Initial Notification of Possible Event ____________________________

G  Internal or external?

G  Based on type of event and date, locate proper venue

G  Coordinate venue with Regional Administrator’s staff

G  Coordinate travel with Regional Administrator’s staff

G  Send out media advisory/contact media

G  Delegate appropriate duties

  Coordinate Briefing Book

(  Prepare Hot Issues for that area/site
(  Is an Enforcement Search for the area/organization/partners necessary?
(  What Congressional Issues are relevant?
G  Handouts/materials

G  Have any checks/props for presentation prepared

G  Prepare talking points/speech

G  Draft Agenda

G  Room Set up


G  Flags


G  Riser


G  Podium


G  EPA logo


G  Banners


G  Seating


(  Stage
G  Audio/Visual Equipment - make sure set up the day before event

G  Awards/gifts/presentations

G  Security clearances

(  Acquire cell phones of all of the necessary contact persons
G  Plan B (weather-related, missing dignitary, etc.)
G  Transportation logistics

G  Photographer/videographer

G Will there be a Master of Ceremonies? Who?

G  Announcement/Invitation to Attendees/Staff

G  Decide how follow-up should be handled

G  Put Bulletin Board announcement together, have approved, and submit to IRMB

G Ready any Social Media communications for pre/post event
G  Debrief - Meet with all involved - what went well, what needs to be improved


