Checklist for New Virtual Journal

Client Name: _______________________________________________

· Event Website Name (i.e. clientname-dinnerevent)
· Domain name that will redirect to www.wizadjournal.com/eventname 
· Wizevents Registration Form Setup Information Needed
· Name of the event: (i.e. Annual Gala, Tribute Dinner etc.) 
· Organization contact person, email address and phone number 

· Short description of the event
· Date and time of event

· Payment methods: Credit Card/Accept Checks 
· Text for notification email sent after registration is made. 

· List of Sponsorship Levels and prices (i.e. Partner, Diamond, Gold, Silver, etc.) 

· Number of dinner tickets included with each sponsorship level? 

· Dinner ticket only prices? 

· Will there be an option to just give a donation amount?
· List of predefined congratulatory ad messages (3 to 6)
· Email address of where advertisers that are sending camera ready graphic ad or logo graphic 
· Other questions related to registration (seating preference, meal preference, ad solicitor name, names of guests attending with registration, Dietary restrictions, etc…)
· Gateway setup (i.e. authorize.net, paypal website payment pro)

· Event Website Setup

· Masthead 
Masthead specs if customer is providing graphic: 1000px (width)  x 150px (height)
· pdf or jpg of event invitation

· Organization Logo /  Event Logo
· Opening Slide
Opening slide specs if customer is providing graphic: 1000px (width)  x 746px (height)

· pdf or jpg of event invitation

· Navigation Area Options and Content
· Virtual Journal
· Place An Ad/RSVP

· Honorees
· Event Information
· Committee
· Who We Are
· Tributes

· Business Directory

· Our Website
· Other
· Sponsorship Levels

· Sponsorship Level Name

· Background color
· Size (full page / half page)

· Background (background  or top white strips)
Specs if customer is providing background graphic: 1000px (width)  x 670px (height)
· Font type for the top of Sponsorship Ad backgrounds
· Per Sponsorship Level, the amount of time to display each ad (later in the process)
(  Event Related Options
· Will the online journal be playing at the event? 
· Do you want to produce any printed materials as a take away (ie. PDF, Tribute Scroll)?
· Other give away (thumb drive)?
