Event Planning Agenda – Associated Students, Incorporated
	Program Title/ Name of the Event
	

	Day/Date(s) of Program
	

	Time of Event
	

	Location of Event
	

	Event Coordinator/Contact Person 
	cell phone: xxx-xxx-xxx     email: asi----@calstatela.edu

	Target Audience – WHO?
Who will your promotion target?
What does your audience need to know?
What will pique their interest?
	

	If this is a quarterly, annual, or repeat event, list past collaborators and programming partners.
	

	Message – WHAT?
What do you want to say to the target audience?
What do you want them to know/do?
	

	Objectives – WHY?
Clearly state what the student is expected to experience. What would be an indicator of success?
	

	Description of Event – WHAT?
How will the student and/or campus benefit from participating in the event/service?
	

	Risk Assessment – WHAT?
Identify possible risks and develop strategies to minimize those (e.g. parking, security, equipment loading, crowd control, emergency exits, etc.)
	

	Evaluation Criteria Established
What are your goals/objectives?
How will you achieve what you set out to do?
Are you within your budget?
What are your intended/unintended outcomes?
How will you measure effectiveness?
What tools are you using to measure your success    (e.g. evaluation cards, attendance, social media hits)?
	

	Agenda (2 months before)

Who will be involved in the event?

Day/Date(s) of event determined

Location/venue for event booked

Target audience determined

Message honed and objectives set

Risk assessment completed

Evaluation criteria established (eval cards ready)

Completed program proposal paperwork and prepared supplemental documents

Met with direct report

Retained a solid base of support

Incorporated all stakeholders to ensure commitment (volunteers, speakers, collaborators, etc.)
	


	Early Event Planning - 2 to 1.5 months prior to event

	Person responsible
	Action
	Date to be 
completed

	Budget

Available Funds Identified – Estimate Sheet Created

Sponsorship Outreach Efforts Underway

Break-even point established (what fundraising number will cover cost?)
	
	
	

	Equipment and Tech Needs
 Canopy
 Table(s)
 Table linen
 Cart
 Cooler(s)
 Chair(s)
 Grill
 Camera(s) Instax or digital (*must FILL OUT FORM)
 Prize Spin Wheel
 Cotton Candy Machine
 PA Sound System
 Pizza Warmers
 Other: *Please Specify below:

	
	
	

	Resourcing

Indicate how much staff needed to help plan the event

Indicate how much staff needed to work the event

Indicate number of staff needed to help evaluate event
	
	
	

	Invitations - 6 to 8 weeks prior to the event

Emailing list generated/updated

Invitation composed

Invitation checked

Invitation list compiled

Names on list and titles/addresses checked for accuracy

Publicity production timeline produced (save the date necessary?)

Special guests/speakers alerted of media push

Invitations sent via electronic media – email, social media and networking sites

RSVPs requested
	
	
	

	Catering

Your theme be reflected through catering options

Food (e.g. fruit platters, bagels, danish, baguettes, sandwiches, biscuits and cakes)

Beverages (e.g. juices, water, tea and/or coffee)

Menu w/ consideration of special dietary needs

Internal UAS Golden Eagle Hospitality catering

External catering with signed food permit

Self-service or waiting staff

Cost per head (buffet or single plate)

Tables, tablecloths, cups and saucers

Plates, napkins, knives and forks (disposable/non-disposable)

Tech equipment reserved, power needs specified
	
	
	


	Early Event Planning - 1 month prior to event

	Person responsible
	Action
	Date to be completed

	Marketing

Media Release – Strategic Communications

Graphic design and publicity roll out schedule

Outreach to other departments/colleges

University Times, Club & Organization newsletter

Social media (i.e. Facebook, Twitter, Instagram, YouTube, etc.)

ASI website, mobile app, Housing Channel, campus wide email, etc.
	
	
	

	Registration, Check-In and Tickets
 Welcome and directional signage
 Tight controls on guest list, access and cash handling
 Staffing and/or security briefed
	
	
	

	Entertainment (cost vs value analysis)
     Will this help you achieve your goals?

Evaluated/selected (dance groups, singers, DJ, band)

Vendor contracted (both paid or uncompensated)

Rehearsals scheduled/arranged with production staff
	
	
	

	Signage

Final review with the promotions team

Final dispersing of materials to identified locations

Other signage produced (e.g. parking and directions)
	
	
	

	Program/production agenda/call sheet/speeches

Program finalized

Floor plan created and provided to U-SU, A.S.I., and/or CSULA Facilities

Run of day produced with copies distributed

Program/Run of day provided to speakers
	
	
	

	Value added for guests

Quality programs, link to live feeds and post-program event recap with pics and/or video

Special offers/discounts

Competitions, door prizes, giveaways

Recognition/awards
	
	
	

	Security 

Security alerted and provided (if needed)

Occupational health, welfare and safety concerns addressed

Provision of first aid
	
	
	

	Audio/visual requirements

PA system w/ iPod/cell mini jack

Lapel, table, wireless mics

Lighting and staging

Direct input boxes, stage wedges, drum mat/mic

Lectern/podium
	
	
	

	Staffing

Sign-in sheet w/ task list, hours, and cell numbers

Name tags for staff and event associates created/distributed

Coverage direction and hourly “point person”
	
	
	

	Ambience
 Thematic décor (i.e. floral arrangements, balloons, etc.)
 Background music
	
	
	

	Meeting with Marketing & Web Attendant
NOTE: Before scheduling this meeting, ensure that all previous sections are completed. In preparation:
 Publicity and marketing pitch developed
 Poster and flyer request readied
 Traditional and e-media/app posting timeline planned
	
	
	


	Early Event Planning – During the event
	Person responsible
	Action
	Date to be completed

	Guest comfort
 ADA Compliant w/ disabled access
 Restrooms available
 Seating and shading (if outdoors)
	
	
	

	Housekeeping

Cleaning before and after both at the event location and upon equipment return to the A.S.I. Office.

On standby during the event w/ CSULA custodial option
	
	
	

	On the day
Retrieve the equipment prepared the previous day and ensure that all necessary staffing resources will be accessible to all “point persons” including necessary name tags.

All guests have been properly directed by Parking

Tables w/ linens, chairs, canopies w/ covers, flyer bin

Event Agenda, call sheet, run of show

Floor plan w/ stage setup and access notations

Point of entrance table setup ready to assist staff, presenters, and event participants.

Evaluation cards
	
	
	

	After the event

Ensure that all equipment has been returned and thoroughly cleaned

Review the evaluation cards and prepare the post-program evaluation (due 72 hours after the event)

Call for a debrief (critical evaluation and assessment) meeting within 1 week of the program

Prepare an event overview for your State of Affairs and Transition Folder
 Thank you cards sent out to event associates
	
	
	


