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	Michigan Department of Natural Resources

Marketing and Outreach Division

Event Check List
	

	
	
	

	Event Name
	
	
	

	
	
	Date:
	
	

	
	
	
	
	

	Location
	
	Time:
	
	

	
	
	
	
	

	Instructor(s)
	
	

	Description
	
	

	
	
	

	
	
	

	
	
	

	Deciding the Event

	Check available dates with the park for park-hosted events
	 FORMCHECKBOX 


	In conjunction with park staff, determine area businesses for potential event sponsorship and/or participation
	 FORMCHECKBOX 


	Contact local businesses for potential volunteer instructors
	 FORMCHECKBOX 


	Determine that potential instructors are not on the sex offender registry at www.mipsor.state.mi.us 
	 FORMCHECKBOX 


	2 Months Prior to Event ~
	Date:
	
	

	
	
	

	Rec 101 Instructor Registration form, completed and submitted
	 FORMCHECKBOX 


	Determine if sign-up sheet is required
	 FORMCHECKBOX 


	Make camping accommodations for instructors, if needed
	 FORMCHECKBOX 


	Send event information to:
	· Park Managers
	 FORMCHECKBOX 


	
	· Gretchen Murray at murrayg1@michigan.gov 
	 FORMCHECKBOX 


	
	· Chris Kargel at kargelc@michigan.gov 
	

	
	· Maia Stephens at stephensm3@michigan.gov 
	 FORMCHECKBOX 


	Design & Order Flyer  -  Flyer must include: 
	

	Date(s) of Event
	 FORMCHECKBOX 

	Time(s)
	 FORMCHECKBOX 

	Cost of event (If Rec 202 event)
	 FORMCHECKBOX 


	Location(s) of Event
	 FORMCHECKBOX 

	Type of Event
	 FORMCHECKBOX 

	Event sponsors
	 FORMCHECKBOX 


	Park Contact info
	 FORMCHECKBOX 

	Pre-Registration info, if required
	 FORMCHECKBOX 


	Brief description of event (description amount depends on type of flier)
	 FORMCHECKBOX 


	Recreation Passport  www.michigan.gov/recreationpassport 
	
	 FORMCHECKBOX 


	
	
	
	


	2 Weeks before Event
	Date:
	
	

	
	
	

	
	Create supply list
	 FORMCHECKBOX 

	Post flyers in community
	 FORMCHECKBOX 


	
	Provide parks with signup sheets 
	 FORMCHECKBOX 

	(local businesses, newspapers, etc.)

	
	(if necessary include instruction/description for park staff)
	
	
	

	1 Day before Event
	Date:
	
	

	
	
	

	Contact park to verify that its staff is prepared (ask about signup sheets)
	 FORMCHECKBOX 


	Contact instructors to remind them of event and ensure they have everything needed
	 FORMCHECKBOX 


	
	
	
	

	Bring To Event

	Directional signs
	 FORMCHECKBOX 

	Camera
	 FORMCHECKBOX 

	Keep in Touch forms
	 FORMCHECKBOX 

	

	Instructor Survey
	 FORMCHECKBOX 

	Rec 101 Banner
	 FORMCHECKBOX 

	Merrell Survivor buffs
	 FORMCHECKBOX 

	

	Liability waivers(for all activities)
	 FORMCHECKBOX 

	
	

	Other supplies
	
	

	
	
	
	

	
	
	

	
	
	
	

	At Event

	Beginning Announcements
	
	Ending Announcement

	Introduction of program and instructors
	 FORMCHECKBOX 

	Thank instructors and participants
	 FORMCHECKBOX 


	Ask participants to fill out Keep in Touch forms
	 FORMCHECKBOX 

	Photos
	 FORMCHECKBOX 


	Make sure waivers are filledout and signed
	 FORMCHECKBOX 

	

	After The Event (within 7 days)
	Date:
	
	

	
	
	

	Send instructor  “thank you” card and window decal
	
	 FORMCHECKBOX 


	Send event pictures to:
	Park Manager
	 FORMCHECKBOX 


	
	Maia Stephens at stephensm3@michigan.gov
	 FORMCHECKBOX 


	
	Debbie Munson-Badini  at munsonbadinid@michigan.gov
	 FORMCHECKBOX 


	Follow up after the event with the park manager/lead ranger to provide participation numbers and obtain their feedback
	 FORMCHECKBOX 


	Send survey letter to participants
	 FORMCHECKBOX 
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