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        Graduation Checklist
	
	Task
	Person Responsible
	Date To Be Completed

	
	Select graduation date

Notes:


	
	

	
	Select site for graduation

Notes:


	
	

	
	Make site arrangements

· Rehearsal times

· Graduation day times

· Special rooms needed

· Special accommodations needed

· Order tables/chairs needed

· Order AV equipment needed

Notes:


	
	

	
	Check graduation eligibility

· Beginning of senior year (meeting parents/student if needed)

· End of 1st semester (meeting parents/student if needed)

· End of 2nd semester (meeting parents/student if needed)

Notes:


	
	

	
	Meeting with senior class officers
· Select invitations

· Select speakers

· Select music

Notes:


	
	

	
	Invitations
· Order

· Delivery

Notes:


	
	

	
	Order caps and gowns

· Getting student sizes

· Getting faculty and guest speaker sizes

Notes:


	
	

	
	Select ushers for graduation

Notes:


	
	

	
	Selection of awards to be given at graduation
· Select salutatorian and valedictorian

· Other Awards

· Order Awards

Notes:


	
	

	
	Order diplomas
· Signatures for diplomas
Notes:


	
	

	
	Speakers
· Contact speakers and provide guidelines for speeches

· Review speeches

Notes:


	
	

	
	Set-up for graduation platform
· Arrangement of chairs/tables

· Audio/Visual equipment needed

· Flowers and/or greenery needed

· Floor runners needed

Notes:


	
	

	
	Luncheon for class officers, administrations, and guest speakers
· Time

· Invitations

· Catering arrangements

· Menu

· Speakers at luncheon

· Flowers

 Notes:

	
	

	
	Graduation reception
· Catering arrangements

· Set-up times

· Menu

Notes:


	
	

	
	Graduation program
· Creation of program

· Copying and delivery

Notes:


	
	

	
	Graduation rehearsal
· Send notices to students about rehearsal

· Directions to students (date, time, directions for graduation)

· Rehearsal times for music performers

Notes:


	
	

	
	Day of Graduation
· Diplomas

· Speakers

· Check platform and AV equipment

· Supervise dressing rooms

· Organize graduates

· Organize graduation platform participants

· Supervise ushers

Notes:


	
	


