	Event Planning Guide – Let’s get Started

	Planning stage
	Task
	Notes/Highlights

	


12th week
	Event Idea Generation
· What is the event?
· Describe the purpose of the event
· Who is the target market for this event?
· When is the event (date and time?)
· Is there an admission fee, if so how much?
· Where is the event?
· What will be happening at the event?
· How many students should you plan for?

	
· Why you are having it and what you hope to achieve.

· These questions should help you gain the necessary focus.

· Begin to think about your budget – outline the components/ requirements and attach a cost 

	
	Co-Sponsorships
· Meet with co-sponsors and discuss terms of sponsorship
	· Clearly define your objectives.
· How the sponsors’ objectives fit into your objectives
· How the sponsors can benefit
· Be open to discussion

	
	Programming Meeting
· Meet with the advisor for event development

	
ADVISORS: a good fit
· Assists in achieving goals
· Great interest in the organization
· A resource person
· Provide support

 “Staff/ faculty advisors are assets to your club, society/ association. Every club should have one.”


	
	Marketing Meeting
· Meet with marketing team to discuss strategies  for the event
· Include co-sponsors, if any
	Flyers may be placed on the bulletin boards only
 Not permitted elsewhere


	
10th week
	Vendor \ Talent \ Catering Quotes
· Begin gathering quotes, pricing estimates to help develop a realistic budget.
· Identify technical requirements and supplies needed for event

	What is your budget?
Identify all the elements/requirements to execute your event 


	
	Finance Meeting 
· Create a budget
· Meet with co-sponsors and describe each organization’s financial obligations, if any
	The more information/line items identified the more accurate your budget will be
Never under price items

	
	Draft Letters
· Draft proposal letter to the Director of OSS
· Draft application letters for permits
	

	8th week
	Event Proposal Submission
· Submit proposal (soft copy ) to the Director of Student Services
	Proposal must be inclusive of detailed budget

	7th-6th week
	Event Proposal Review
· Meet with the Student Activities Committee (SAC) to review the event proposal, budget, and co-sponsorship agreement(s). 
· Review and execute marketing timeline 
· Consider any changes or recommendations by the SAC

	
Use this time wisely to tighten your event

	5th week 
	Follow up
· Update the SAC using the students activities table of any changes to the week based ONLY on their recommendations (other changes are not permitted) 

	Additional activities will not be considered at this stage

	4th week
	Vendor \ Talent \ Catering Reservations
· Contact all vendor \ talent \ catering  to notify them that you will be using their services on what dates and times 

	Seek copies of their food and restaurant permits to be submitted to the OSS

	
	Reserve Rooms/Locations
· Check the availability of, and reserve rooms through Ms Laura Yard – Campus Registrar Office 
· Submit facilities request form to the OSS

	

	3rd week
	Applications
· Submit all applications to the relevant Departments
· Food Handlers’ permit
· Temporary Restaurant permit
· Liquor License
· Loud Noise permit
· COSCAP
· Liability Insurance request, if necessary

	This process is critical, late submissions impacts the approval process

Be considerate of stakeholders and their time 

	2nd week
	Volunteer Sign-up
· Gather volunteers/members to help set up the event, work the event and tear down the event 
· Create event task assignments (what will each volunteer/member do?)
	

	
	Vendor \ Talent \ Catering Ordering
· Order all and pay for vendor \ talent \ catering needs. 
· Buy/Pick up all needed decorations
	

	
	Guest Speakers/Foreign Dignitaries 
· Notify Ministry of Foreign Affairs, OSS and Assistant Registrar of Foreign Dignitaries visit and itinerary
	See the OSS website for more information on this aspect of your planning 

	1 week away
	Permits
· Pick up permit certificates 
· Provide copies of permit certificates to the OSS
	

	1st week after
	Event Wrap Up
· Return materials to storage
· Gather receipts and invoices and document them for future events
· Complete and submit a documented account including financial statement to the Director of Student Services, Campus Bursar, Registrar and Guild President
· Write thank you notes, if appropriate
	



