Event Planning Basics

Do you like: Going to concerts, plays, sporting events, festivals, or social gatherings? Brainstorming ideas? Seeing your dreams turn into realities? Making colorful and fun publicity postings? Seeing many individuals having a great time at an event?
If you answered yes to any of these questions, event planning would be something might interest you! 
Planning events is fun, rewarding, exciting, collaborative, social, and did I mention fun? Event planning is all of these fulfilling things, but to plan a successful event it takes a lot of hard work, and a very thoughtful planning process. Having great ideas for an event is simply not enough! Great events, while they do start with a great idea also need to be very well thought out. For the most part, great events cannot be brainstormed, planned, and executed within the span of days. Really successful events depending on the scope of the event take weeks, months, and sometimes even years to successfully plan and execute. 
While planning a successful event does come with a lot of responsibility, determination, and thoughtfulness; once the event planning steps are known and understood, successful events are not as difficult as they seem!
The proceeding attached pages are general guidelines for basic event planning. Based on the complexity of your event, this list may not be exhaustive, and other ideas or considerations may come into play. 









Event Planning Checklist
Use this basic checklist to assist your group in planning a successful event. Remember, we may not have all of the specifics that
your event requires on this sheet, so brainstorm prior to starting your event planning to make sure everything gets covered!


Name of Event: ______________________________________
Date: ______________________________________
Time: ______________________________________
Location: ______________________________________
Event Purpose: ______________________________________
____________________________________________________________________________
____________________________________________________________________________

BRAINSTORMING
 Will the event work?
 How many people do you need to make the
event happen?
 Does the event serve a need previously not met on campus?
 Do we have the resources to make it happen?

BUDGETING
 See sample budget planning sheet (attached)

SCHEDULING
Officer in charge: ________________________________
 Talk with the appropriate room reservation office (Scheduling) 
o What size room do you need?
o What kind of tech needs do you have?
o What can you afford? (if applicable)
 Tentatively book a couple of dates
 Call your performer or vendor (if applicable) and schedule the performance date
 Call the reservation office back to confirm your date
 Schedule a meeting to go over your tech needs and room set-up
 Schedule the travel arrangements for your
performer (if necessary), including a ride to and
from the airport and/or hotel
 Book hotels and/or make dinner reservations for your performer

PERMITS (contact Scheduling office and or Student Activities to figure out if you need these permits – sometimes you will not)
Officer in charge: _________________________________
 Food Permit filled out
 Outdoor Space Permit filled out
 Alcohol Permit filled out
 Sound Permit filled out
 Sanitation Permit filled out
 Sales/fundraising permit filled out
 Security Scheduled
 Film License

PAYING ENTERTAINMENT (visit Contract Services website for proper forms or contact Dianne Huettl with questions)
Officer in charge: _______________________________
 What measures are you taking to ensure you can pay your performer/vendors up front?
 Are you paying the entertainer(s)?
 Are you reimbursing the entertainer(s)for travel?
 Many of these processes must be completed at least a month in advance to get check cut from University.
 Cash reimbursement from University funds is not acceptable. 

ADVERTISING
Officer in charge: _________________________________
 Postering
 E-mailing Listservs
 Chalking (must get approval from CSU)
 Facebook
 Sandwich Boards (CSU, Student Activities or Sign Shop)
 Table Tents (Residential Life)
 Other forms of marketing







FOOD (Look on Scheduling office website in order to fill out proper forms to bring in outside food to the event)
Officer in charge: _________________________________
 Are we having food?
 For how many are we trying to feed?
 Do we need to order through dining?
 Can we bring in outside food & drink?
 Sometimes this must be done up to 4 weeks in advance

SHOPPING
Officer in charge: _________________________________
 Supplies needed for your event:
o Silverware
o Plates
o Napkins
o Cups
o Decorations
o Cashbox
o Performer specific items/requests
o Other:
 _______________________
 _______________________
 _______________________

WEEK PRIOR
Officer in charge: _________________________________
 Call reservations and make sure all details are secured
 Make sure all reimbursement/payments have been processed and are on time
 Call performer and make sure travel arrangements are secured. When are they coming?
 Assign event shifts for group volunteers (set-up, during, take down)
 Create any programs or fliers needed at the
Event

DAY OF EVENT
Officer in charge: _________________________________
 Pick up performer/vendor and get to performance site (if applicable) 
 Compile performer requests in dressing room (if applicable)
 Arrive early for the event for set-up
 Meet vendors at the event and assist with set-up
 Greet guests at the door
 Have fun!
 Clean up, remember that your reservations
location may have special clean up regulations

AFTER THE EVENT
Officer in charge: _________________________________
 Send thank you notes to performers and to
volunteers who worked extra hard
 Do a post-event evaluation (see example
attached)
 Make sure to pay all bills 
**Don’t forget to keep a list of the people and the phone numbers that you are contacting throughout your planning.




















BUDGET PLANNING WORKSHEET
Here is a sample worksheet to set your project budget.
If your totals do not match, you may need to adjust your program accordingly.


ANTICIPATED EXPENSES

Facilities Rental $_______________

Food _______________

Lodging _______________

Publicity _______________

Speaker Fees / Honorariums _______________

Supplies _______________

Technical Support _______________

Travel _______________

Security ______________

Films License or Permits _______________

Registration fees _______________

Other _______________

*TOTAL $_______________

ANTICIPATED INCOME

Admission Fees $_______________

Co-Sponsors (please list below) _______________

Other Income _______________
*TOTAL $_______________



EXPENSE TOTAL $_______________ MUST = INCOME TOTAL $________________



POST-EVENT EVALUATION

1. Did we meet our goals/objectives with this event?


2. Did we meet our budgetary goals?


3. Did we have enough volunteers for the event?


4. What could we have done differently to make the event better/more productive?


5. Did we have enough advertising/PR for the event? How could we have made this better?


6. Did we execute the program in a professional manner?


7. Did we face any group conflict with this program? What was it? How was it resolved? What could we have done differently?


8. Would we bring this vendor/performer in again? Was it worth it?


9. Would we execute a similar program in the future? What changes would we make?


10. How does this program allow us to grow as a group, officers, and leaders? Was it a good program?
