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Program Planning Guide

Chairperson Responsible: Phone #:
Co-sponsoring organization(s), if any:

*If you're co-programming, be sure to complete the co-programming agreement and submit a copy with this guide.

What do you want to do?

Goal(s) of program: Event Information

Title:

Date:

Target Market: Time:

Place

Contact Name/Number:

How will we know if we had a successful event? Define success for your event:

Identify and Handle Logistics
Basics: Reserve event facility and equipment (if necessary).

e Contact Event Services at x4143 to reserve meeting rooms and/or Dining Hall, Ranger Grille
e Contact Media Services at x4265 to obtain additional media equipment

Facility Reserved:

Rain Location (if needed)

Equipment Reserved

necessary)

Ranger Station Pub
Reserved*

*Requests for Pub presence at a University-Sponsored event must be approved in advance by the Director of Student Activities.
Consult the Club/Organization handbook for more information.

Execute Paperwork: Contracts and check requests must be turned in two weeks prior to event to ensure payment.
Questions? Check with your advisor!




Internal Paperwork (Accounts Payable) Initials Date Completed

Check Request Form

Petty Cash Advance (keep all receipts!)

External Paperwork (Entertainment Agency) Initials Date Completed

Contract Submitted to Advisor

Rider Reviewed

Other Program Detuails: Reservations, decorations, refreshments, sign-ups, etc

Item Who Deadline Completed

Rider Items for Entertainer

Publicity Campaign: Do not overlook this vital part of your program. Attendance is not always the most important factor
in evaluating success, but it is often the biggest morale booster for you, your committee members, and the image of your
organization.

Publicity Idea Who Market focus Cost

Marquee

Database

Slide Show

InSite

Budget Review: Make sure you know the budget for your event.

Event Budget $
Actual Costs Item Cost
$
$
$
Total $
Event Budget — Total Costs $

Day of Program Detail- How will the actual day of program be carried out?

Time Item Who Completed




