Event Planning Handbook

The ultimate planning guide for clubs and organizations
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This handbook is designed for the sole purpose for easing the event planning process. For detailed guidelines, please read the Club President Handbook
(http://campuslife.rit.edu/main/views/clubs/resources/ClubPresidentHandbook.pdf). GU doesn’t hold any liability for the outcome of the event or its
procedures.
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Basic Planning

Event name:

Clubs/Organizations involved:

Type of event:

Description:

Target Audience:

Date:

Alternative Date (1):
Alternative Date (2):

Time:

Alternative Time (1):
Alternative Time (2):

Location:

Alternative Location (1):
Alternative Location (2):
Alternative Location (3):

Budget:

Admission charge: (pre-sale)

_(door)
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Budget

Budget:

Expenditures
Venue Rental:

Security:

Technical needs/equipment:

Rented chairs/tables:

Printed tickets:

Decoration:

Supplies/stationary:

Catering:

Posters and other publicity:

Band/speaker/artist/performer:

Hospitality and other contract items:

T-shirts:

Giveaways:

Total expenditure:

Income
Ticket sales:

Subsidies from other sources:

Sponsorships:

Donations:

Total income:

Expenditures — Income = Club contribution

Notes:

(Price per RIT student: , Public: )
(Pre-sale:___, Door price:__ )




Additional Funding

Clubs can make a request to Student Government (SG) for additional funds for events, programs, or
equipment purchases. These are just general guidelines. Please visit http://www.sg.rit.edu or SG office in
the Retreat (SAU) for more details and the Application for Additional Funds (AFAF) form.

To do (before going to SG for Additional Funds): ve / x

e Register your event (EVR - http://campuslife.rit.edu/main/sau/evr)
e Prepare a budget for your event (Page #3)
Complete the Application for Additional Funds Form (AFAF)
e Prepare a memo:
o Explain the theme and/or function of the event/program

o Explain how it will benefit your organization and the RIT community

o Methods used/will be used to advertise your event

o Estimated attendance

o Fundraising plans

o Table format event budget showing list of expenses and income

o Benefits of the equipment purchase (if any)

o Estimated cost of equipments and who provided the estimate (ex. Tech Crew)
Gener al gualification criteria’s:

e Funding is awarded considering the group’s operating budget

e Funding will not be provided to subsidize group’s budget

e Funding will not be awarded towards food (exceptions may be for cultural food)

e Funding for equipment requires the group to have a location on campus to store the items
e Funding for uniforms, personal items, etc will not be considered

Affiliated Global Union clubs and organizations can also request additional funds (or co-
sponsorship) from Global Union. For more information visit http://www.rit.edu/GU or email

gufinance@gmail.com

Event name:
Notes Date: Time:
Requestor:

Amount requested:
Date needed:
Purpose:
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EVR/Reservation

EVR

Online:
http://campuslife.rit.edu/main/sau/evr

Phone/E-mail:
Event Registration
Room Reservations

Phone: 475-5796
Phone: 475-6992

E-mail: evrccl@rit.edu
E-mail: reserve@rit.edu

In person:
Open: Monday — Friday Hours: 1:00 p.m. - 4:00 p.m. Location: Behind Info Desk in SAU Contact:
Taralyn Loewenguth, Coordinator for Student Services (tllccl@rit.edu)

Student Alumni Union

Room Contact Phone E-mail
1829 Room SAU Reservations x6992 reserve@rit.edu
Alumni Room SAU Reservations x6992 reserve@rit.edu
Clark A, B, C SAU Reservations X6992 reserve@rit.edu
Fireside Lounge SAU Reservations x6992 reserve@rit.edu
Ingle Auditorium SAU Reservations x6992 reserve@rit.edu
SAU Lobby SAU Reservations x6992 reserve@rit.edu
Food Service Locations

Room Contact Phone E-mail
SAU Cafeteria Chrissy Bice x5655 cjbfsc@rit.edu
Ritz Nicole Gilbert x2376 nrgfsr@rit.edu
SAU Game Room Nicole Gilbert x2376 nrgfsr@rit.edu
Gracies Janet Oliveri x2049 jaofsg@rit.edu
Dining Commons Dean Engdahl x6360 daefsd@rit.edu
Crossroads Lon Chase x2409 lacfsd@rit.edu
Other

Room Contact Phone E-mail
Webb Auditorium SAU Reservations x6992 reserve@rit.edu
Clark Gym SAU Reservations x6992 reserve@rit.edu
Academic Rooms SAU Reservations x6992 reserve@rit.edu
Student Life Center CIAR Reservations X7663
Library Study Rooms Susan Roethel Xx2565 srgwml@rit.edu
Skalny Room Jeff Hering x2137 jphcpm@rit.edu




Tech Crew

Services:
- Staging
- Stage Lighting
- Electrical Power Distribution
- Theatrical Support

Contact:

Name
Tech Crew

E-mail

tecccl@rit.edu

ETC

Services:
- Televisions -
- DVD players -
- Easels -
- Overnight Storage -

Contact:

Name E-mail
Sherry Clark sccetc@rit.edu
FMS
Services:

Custodial Labor -
Electrician Labor -

Tech Crew/ETC/FMS

- Sound Systems

- Rigging equipment/services
- Dance Floor

- Stagehands

Phone
585-475-2257

Projection screens

Computer projectors

Overhead projectors

Speakers (in-built w/ projectors)

Phone
585-475-5374

Maintenance Labor
Grounds Labor

- Utility Labor - Engineers
- Vendor Services - FMS Operations Support
Contact:
Name Phone

Operations Center:

585-475-6771

Notes:

Room

SAU A220 (A level)

Notes:

Notes:
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Catering service:

Catering

Contact person:

Phone/email:

Menu item:

Cost:

Total cost:

Cost/person @ event: _____

Estimated income: _

Delivery/pickup method:

Notes:

Serving method:

Waiver forms (Yes/No):




Promotion/publicity checklist

Method //K Deadline People
Responsible

Fliers

Poster

Email mailing list

Affiliates

Facebook

Website

Leave fliers at Info Desk (SAU)

Reporter

Student Government - TV

Electronic Advertisement Screen (Library)

(University News Services: 585-475-5064)

Library

Poster outside SAU (Info Desk)

Set up table (SAU, outside Library, etc)

SAU Display Case (SAU Reservations 585-475-6992)

WITR

Center for Campus Life Promotion Distribution

Dorm areas (RA’s or RHA office)

On-campus Apartments

Off-campus

Bus Shelters (Gleason Circle, etc)

Other organizations...

RSVP Deadline:

Notes:




Event Timeline

Event time:

Time (From —To) Activity

Notes:




Task Checklist

Task //K People responsible Deadline

Notes:
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Event Report

Event Title:
Location: Date: Time:
Organized by: other clubs involved:
Budget: Actual expenditure: Attendance:
Overview:
Timeline:

Time Activity

Future Recommendations:

Dos Don’ t

Notes:
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