Grad Event Planning Document 

Program Description/Creation questions to think about:
Please describe your overall vision and/ or description for the event: 
What is your target audience? Who do you hope will be impacted by this event?
How does this event fit with your purpose and mission?

Event Checklist: 
1. Create an Event
a. Select a Title
b. Event Date
c. Preferred Location (include rain back-up for outdoor events.
2.  Submit EvR
a. Reach out to proper individuals about set up if necessary:
i. Cory Immele, Mike Dils – UCSA Office
ii. Michael McDonald – SLP/ Dining services
iii. Jeffery Hugger – KIPJ Event Office
b. Event needs: (Sound, table amount, trash cans, layout, decorations, production, food needs, marketing materials, etc)
c. Questions to consider while filling out EvR:
i. Will food be served? Note: Food obtained from off-campus in excess of $500 is subject to the approval of USD Dining Services:
ii. Please describe how this event fits with the USD Mission:
iii. Will there be external speaker(s)?:
iv. Has funding for this event been obtained (partially or in whole) from an official University entity (i.e. department, Graduate Student Council, etc.)?
v. Is this event Co-Sponsored?:
vi. Will items be sold or distributed? (baked goods, beverages, arts & crafts, electronics, etc.):
vii. Will alcohol be served at this event? (If yes, the Alcohol Request Form must be submitted):
viii. Will there be an admission fee or will donations be accepted?:
ix. Will this be a Changemaker event? For more info visit www.sandiego.edu/changemaker/about/: 
**Confer with Vice Chair & GSC advisor if you need to help 
3. Do you need to complete an artist/ performer proposal?
a. Submit at least 2 months in advance of event to GSC advisor.
4. Having USD Catering? Submit catering request at least 2 weeks in advance.
5. Will there be alcohol at your event? Please follow these steps and fill out an Alcohol Request Form:
· [bookmark: _GoBack]This form is required for any event on campus where alcohol will be served and a targeted audience is students.
· Undergraduate student organizations cannot sponsor or fund alcohol or the provision of alcohol on campus.
· It is REQUIRED that USD Catering provide the alcohol service for all on-campus events.
· USD Catering requires Alcohol Request Forms be approved prior to scheduling the alcohol service.
· Please be sure to contact USD Catering at (619) 260-4560 for pricing info and to schedule alcohol service.
· This form must be submitted to the Dean of Students, UC 232 at least 14 days prior to date of event. You may intercampus this form to UC 232, or you may fax to 619-260-4610 or email deanofstudents@sandiego.edu
6. Refer to Marketing checklist (see below)
7. Complete USD Performance Agreement, if necessary
8. Production Schedule & volunteers determined (1 week in advance) 
9. Do you know your power needs? Have you located where they will be coming from (which outlets)?
10. Have you gathered your supplies? And made your event checklist?
11. Clean up post event 


Marketing Checklist: 
Basic Ways to Market

· Flyers
· Social Media
· Banners
· Marquee
· TVs in UC/SLP
· Email
· Dead Hour Tabling


Procedures
MyPostings
· Submit this as soon as you can! You can add the flyer to the event later.
· Make sure you add departments (except Law School): 
· https://www.sandiego.edu/mypostings/
Flyers
· Canva.com is a great place to create free flyers

Facebook
· Create an event page for events (2 weeks in advance & needs flyer or image)
· Invite all of your friends to events
· Cross share events to other grad pages and GSC
Instagram/Twitter
· Post often about events and programs leading up to the date
Posting flyers/banners/a-frames
· To submit a posting for the digital displays located throughout the UC and the SLP, please fill out the appropriate information to the left. Please note that all student groups MUST complete an Event Registration and Approval Form found on the Student Leadership and Involvement Center website if you are planning on hosting an event that is approved by USD. Please review our posting policy for more details.
· Check out this webpage for more information: http://www.sandiego.edu/ucslp/publicize/displays/


Create an Event Feedback Form/Evaluation for your Organization

Questions can include:
· Success & Positive Feedback: What went well?
· Specific Problems/ Issues/ Concerns? What should improve? 
· Recommendations for the future? What should they change or do differently next year?
· Any other feedback you want to provided

