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CONFERENCE SERVICES 

MEETING PLANNER’S CHECKLIST
Check off each item below as you complete it:

⁪    Submit a letter of intent for the approval of university administration


 **This should include the following:
• Summary and goals of event
• Description of your organization
• Proposed dates
• Meeting space needs


⁪ Provide LMU Event Coordinator with contact information for LMU Contract



**This should include the following:

• Organization’s Name 
• Name of individual authorized to sign contract
• Their title
• Organization’s address


⁪ Submit set-up requirements/AV needs to LMU event coordinator for review

⁪  Return signed contract to Conference Services office within two weeks after
 
contract has been sent.

⁪  Submit 25% deposit within two weeks after contract has been sent

⁪  Discuss preliminary food and beverage needs with Sodexho Dining Services


     (310-338-1818)

⁪ 
If applicable, submit a list of rental equipment and their providers to
 

LMU Event Coordinator for approval


⁪  Provide the university with a certificate of insurance no later than two weeks
 
prior to your event date 


⁪  Submit final payment no later than two weeks prior to event date 


⁪  Supply LMU Event Coordinator with a copy of your final Sodexho contract

⁪  Approve final diagram/event set-up


⁪  Provide LMU Coordinator with the name of your event’s on-site coordinator 


as well as a number where this person can be reached
