Colusa Unified School District
Event Planning Needs
Event Location: _________________    Date of Event __________________ 

Time Needed By: ________________   Date Needed By: ________________

Assigned To: ____________________ 

	Quantity:
	Item:
	Notes:

	
	Tables
	

	
	Chairs
	

	
	Trash Cans / Liners 
	

	
	Stages
	

	
	Extension Cords
	

	
	Power Strips
	

	
	P/A System
	

	
	Podium
	

	
	Microphone Stands
	

	
	American Flag / Standard
	

	
	California Flag / Standard
	

	
	Projection Screen
	

	
	Rope
	

	
	Rope Poles
	

	
	Fans
	

	
	Portable Lighting
	

	
	Portable Toilets
	

	
	Bleachers Up / Down
	

	
	Clean Area for Event 
	


Completed By: __________________   Date Completed: _____________________

Time Completed: ________________   Checked By: ________________________
