Initial Planning

Hosting an Event

Facilities & Campus
Support

Food & Supplies

Communication

Policies & Procedures

Plan for hosting an
event

Overall needs

Jotform requests
Approval & Budget

Lets begin!

Plan for facilities &
campus coordination.

Space Reservation

Parking

Facilities staff

After hours specifics

Audio Visual

Security

T

Type of Work orders needed
Helpers

Setup

Where & how?

Plan for food & supplies

Food & Beverage
Pickup/delivery/setup
Plates/napkins/utensils
Swag or supplies
Alchol requirements
Payment method (PO's,
Reimbursments, Pcard)

Happy crowd!

Plan for communication
8 Marketing methods

Save the dates
Invites

Flyers

Social Media

QR, Registration links
Physical Signage
Digital Signage
Website

Informed crowd

Ensure appropriate
P&P's are being met by
following up with admin

support

Admin support
Honararium- Speakers
Purchase Orders

Pcard Log
Reimbursement requests
Conference contracts

Compliant operations




