Event Planning
Now that your organization is official it’s time to start thinking about events to sponsor. Whether it is a meeting for your members, a fundraiser, a karaoke contest, or a large concert/dance, planning events is a fun part of every organization and one that has a lot of in‐depth guidelines to follow.

An Event Planning Guide and checklist which lists the steps in planning an event is available at the end of this section and at SAE.  Allow two to three months of advance time to ensure your event is successful. 
Starting the Process
The first thing you must do is decide what kind of event you will be holding. Examples include:

· Open Mic Night
· Concert
· Karaoke
· Talent Show
· Game Night
· Dance Party
· Poetry Slam
· Arts and Crafts
· Pumpkin Carving
· 8 Ball or Ping Pong Tournament

This list could go on and on. The best way to start is to brainstorm with members of your group and garner a list of events the group would like to host.

If your group needs help, come in SAE to do some brainstorming with the Assistant Director of Student Activities.  There are several books in our office listing programming ideas.

Now that you have picked your event, what do you do next?
Develop your goals
Be sure your program has specific, clearly defined objectives. This is crucial if your program is to be successful. One objective may be to increase the visibility of your group on campus. Raising funds to host other programs or projects may be another. 

Next, decide who your target audience is. Ask yourself: “Who do I think will attend this event?”  Try to estimate your audience size – be realistic since a number of details will all hinge on the audience size.

Once you decide what you would like to do and who will attend, the next step is to determine how much money you will need to cover the expenses, and when and where the event will take place. If you are an ICA recognized group, you can request funds from the Finance Committee based on the criteria set by the Finance Committee. The “when” and “where” should consider the type of space your program needs and the campus calendar. Preview the list of available spaces by going to the SAE website and selecting the Room Reservation link. If you look at the reservations for each major venue, you will have an idea as to what is already happening on campus that day. Be sure to check the Academic Calendar as well. Events held the weekend before a break in classes may draw fewer numbers.

Every organization planning to hold an event on‐campus must reserve a venue by using the Event Application Form found on the SAE website (printed copies are available in SAE). Even events held outdoors must go through SAE and the University’s reservation process. Recognized, registered, on‐campus organizations receive priority in reserving rooms/areas on campus for meetings, events, etc. Almost every classroom and public space is available, provided that they are not already booked for a class or by another group. Rooms are reserved on a first-come, first-serve basis, so it is important to book in advance. Additionally, all room reservations must be made at LEAST ten business days before the event so that forms may be processed correctly.

* Please see the list of maximum occupancy loads for popular spaces on campus at the end of this section.
Reserving a Room
There are two ways to reserve most rooms on campus for a club or organization’s activities: you may complete a Meeting Request Form or an Event Request Form. Both forms can be found on the SAE website http://students.umw.edu/studentactivities/ and can be e-mailed to SAE@umw.edu. Be sure you check the facilities schedule before submitting a request for a room or an outdoor space.  This can also be found on the SAE website under the Room Reservations tab. Please note that requests to use classroom space cannot be processed until the second academic week of each semester to allow flexibility for academic departments to make class changes as needed.

The size and requirements of your activity or event will determine which form you should use.  

Meeting Request Forms
For regular club meetings or small gatherings with no technical or security requirements, clubs and organizations may reserve rooms by submitting a Meeting Request Form to SAE.  Meeting Applications must be submitted at least 5 days in advance.  Clubs can schedule a recurring activity such as weekly or monthly meeting for a whole semester at the same time using just one form.  Clubs are encouraged to schedule their regular meetings early to ensure that space is available.  Be sure that every line on the form is completed so that your application can be processed in a timely manner.

Event Request Forms
For larger events on campus you must complete an Event Application Form.  To ensure that your request goes smoothly, follow these steps:

1. Start the process as soon as you know when you would like your event to be. At minimum, allow 20 business days for large events/spaces and 10 business days for small events/spaces.

2. Have a room in mind for your reservation, but also think of alternatives in case of inclement weather or in the event that your room is unavailable. In some cases, you can reserve the room at a different time of the day either before or after another event. Most importantly, remain flexible – a room reservation that is awaiting approval will not be listed on the reservation website.

3. Meet with the Assistant Director of Student Activities in SAE in order to complete the Event Request Form. Be sure that every blank is filled. When requesting space, consider the time and space you will need for rehearsals, dressing rooms, set‐up, and clean‐up. If you request a room for 3 p.m., it will be ready at 3 p.m., not before. Events may be booked back-to‐back in the same space, so if in doubt, book extra time.

4. Turn in the Event Request Form and all other applicable forms to SAE for review and approval. The SAE staff will advise you of any further steps that must be completed and submit your form to the appropriate departments. When your reservation is approved by all relevant offices (Office of Events, Police, etc.), SAE staff will send you a confirmation e‐mail. DO NOT CONSIDER YOUR RESERVATION COMPLETE UNTIL YOU HAVE RECEIVED A CONFIRMATION E-MAIL.

5. If you are canceling an event, be sure to notify the staff in SAE in writing.  Additionally, if you requested the services of Campus Police, notice must be given to SAE at least seventy‐two hours prior to the event start time if you wish to avoid paying security charges.

6. When you have finished your event, please be sure to have your staff clean up the area. This is a common courtesy, and leaving a mess behind will result in a formal warning to your organization, and a possible denial of future event reservations. A good rule of thumb is to always leave an area looking better than you found it.

7. To help SAE and to help your club, please submit an evaluation of your event once the event is over.
Available Spaces
There are many facilities available for student use on campus, and some of them have special rules for use.  Following are some of the main ones your group may want to consider using.
Dodd Auditorium
Dodd Auditorium, our largest auditorium venue on campus, is often used for concerts, comedians, large speakers and presentations, on‐campus performance events like the Lip Sync Contest and the Performing Arts Club shows, and presentations like award ceremonies or movies. 

To reserve Dodd Auditorium, you must go through the normal event application and room reservation process AND you must also contact the Director of Dodd Auditorium for approval. 

Dodd Auditorium Theatre Specifications (number of seats, dimensions of stage, backstage facilities, etc.) can be requested from the Director of Dodd Auditorium.

Here is the process for reservations:

1. Student organizations will be allowed to make reservation requests for Dodd Auditorium after the first day of August each academic year.

2. You may access the Dodd Calendar in advance to see which dates are available, but reservations need to be approved by the Director of Dodd Auditorium (see contact information at the end of this section.) The Dodd calendar can be viewed at: http://calendars.umw.edu/cgi-bin/UMWcals/webevent.cgi?cmd=calmonth&ncmd=startup&cal=cal3

3. Start the process as soon as you know when you would like your event to be. At minimum, allow 20 business days.

4. Make sure to fill out the Dodd Auditorium Tech Rider and Multimedia Request Forms, both can be found in SAE. These are required by the Director of Dodd Auditorium.

5. The Director of Dodd Auditorium uses the Tech Rider to schedule students to work the lights, sound, projector, etc. but your organization is responsible for security, admissions, setup, and CLEAN‐UP.

6.  Following approval of your reservation, you should return to SAE and complete the remaining necessary procedures and forms before your event.

7. The Director of Dodd Auditorium can deliver any necessary Audio‐Visual equipment (i.e., DVD player and projector, tape recorder, camcorder) to Dodd Auditorium, but this must be specified on the Multimedia Request Form which should be faxed to Dodd Auditorium (x1110) AFTER your reservation is approved. The Multimedia Request Form is different from the Dodd Auditorium Tech Rider. Please fill out both if necessary.

8. On a case‐by‐case basis for special events (such as induction ceremonies, receptions, etc.) the Office of Events may permit food/drink to be served in the Dodd Foyer. Student organizations wishing to serve food or drink must follow the UMW Dining Services Guidelines, and Sodexo must provide all food or drinks permitted by this policy unless a waiver is obtained by the Director of Student Activities and Community Service to bring in food/drinks from another source. 

9. The SALE of refreshments in the Dodd Foyer is NOT permitted. NO food or drink may be brought into the audience seating area of Dodd for any reason.

10. Food and drink for performers and support staff may be brought into the dressing room area. Water, in plastic containers, is permitted on the stage for performers/crew members only.

Contact:
Director of Dodd Auditorium
540-654‐1235
The SAE Conference Room
The SAE Conference Room, located next to the Copy Center in the basement of Seacobeck Hall, is a small room designed for small meetings, interviews, etc. To reserve the SAE Conference Room please contact the front office in SAE to set up a time. Space is available on a first‐come, first‐serve basis.  Capacity is 25-30 people.

Contact:
SAE
540-654-1061
SAE@umw.edu
Residence Halls
Many groups enjoy using space in the Residence Halls for smaller, more intimate meetings and events. Popular spaces include the Virginia and Ball Parlors, and various study lounges throughout the campus.

Residence Hall staff and Hall Councils are given priority when requesting residence hall space, so plan ahead and always have an alternate date and location prepared.

1. All organizations, even if you are requesting a space on a routine basis, must request the use of Residence Hall space through Residence Life.

2. Please make sure to clean up from your event when you are finished. Inappropriate use of residence hall lounges, defacement of property or failure to return the lounge to a reasonably clean condition will result in a charge back to your organization for cleaning and/or repairs and your organization’s loss of event reservation privileges.

Contact:
Director of Residence Life
(540) 654‐1058
Goolrick
The Auxiliary Gym in Goolrick Hall may be reserved in one‐hour blocks for student organizations after the second week of each semester. To do so, make your request in writing to the Director of Athletics. Events taking place in the Auxiliary Gym must be physical or athletic in nature. Charges for desk aides will apply for events that extend beyond the normal hours of operation of Goolrick Hall. Housekeeping charges may apply in the case of large events. An UMW student may host one guest when using the facilities in Goolrick Hall from Thursday evening at 6 pm. until building closing on Sunday. Guest passes are only available from the Police Station in Brent House, and must be presented to the Goolrick Hall desk aide upon entry.

Contact:
Director of Athletics
(540) 654‐1875
Amphitheatre
The Amphitheatre is currently not available.
Woodard Campus Center/Underground
Woodard Campus Center offers several venues for student organizations to host activities. It has rooms that can be booked for large and small events depending on your organization’s needs.

The Washroom is equipped with computers, televisions, games, and tables. It is located on the first floor of the Woodard Campus Center, across from The Eagle’s Nest. Clubs may reserve The Washroom for small events.  

The Great Hall, on the second floor of the Woodard Campus Center, is available for larger events such as concerts, lectures, and dances. Also located on the second floor of Woodard are several smaller meetings rooms. For more information about booking rooms in the Campus Center, contact SAE.

The Underground, located in lower Lee Hall, is also a great location to hold events.  Applications for use of this space must be made through SAE. Keep in mind that Dining Services operates the kitchen in this space which means you cannot bring in outside food or beverages.  Programs will be considered based on the programming model which has been established by the Underground Programming Committee.  Programs proposed for The Underground on the weekends should have a broad appeal to the campus community.
Classrooms
The following buildings have classrooms available to students for meetings and events:
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· Trinkle
· Combs
· Chandler
· Jepson 
· Monroe 
· Pollard
· Melchers


To reserve classroom space, fill out an Event Application Form or a Meeting Application Form as appropriate and submit your request through SAE.  Keep in mind that while events are listed on the campus calendar, classes are not.  Clubs and organizations can request to use classroom space after the second week of the semester.
Police Officers/Security for On-Campus Events
If money is collected at the door or during an on-campus event, or the event is open to the public, student groups may be required to have campus police officers in attendance.  Organizations have found it useful to have campus officers present to maintain order, protect those individuals responsible for the collection of cash, and prevent theft.  

For events where the expected cash collected is less than $500, student organizations are not required to have an officer present as long as they submit a detailed plan to the Director of Student Activities as to how they plan to protect the individuals collecting cash and control the flow of cash collected.  For events where the expected cash collected is $500 or more, an officer is required. When filling out an Event Reservation Request, you will be asked if a police officer is needed at your event.  There is an hourly charge for hiring a campus police officer, with a three hour minimum.  

Contact:
UMW Police
(540) 654‐1025
Sound Tech and A/V Requests
If your plan to have a speaker, DJ, singer, band, or other performer that requires sound amplification at an event, you will need to contact sound tech crew through SAE. The members of the sound crew will set up equipment based on the information you provide. To reserve the assistance and equipment, you need to submit a Sound Tech Crew Form to SAE at least seven days before your event if not more.  The crew works on a first-come, first-served basis. Completion of the form or checking the box on your room request does not guarantee the services of the Sound Tech Crew.  Please note that musicians and DJ’s will be responsible for bringing their own cables to connect to the soundboard. Make sure you have the room reserved well in advance as well.  Note:  The Sound Tech Crew does not provide service in classrooms or in Lee Hall 411/412.

Contact:
SAE
(540) 654‐1061
Use of Stages
SAE has a heavy-duty stage that can be used in the Great Hall or outdoors for events such as concerts and dance recitals.  Groups interested in using the stage must contact SAE to see if the stage is available.  They must also coordinate both build and tear-down times with a professional staff member of SAE.  An SAE professional staff member must be present during the build and tear down both to assure the safety of the students and to assure the stage is built correctly.  A minimum of 10 volunteers must be present at the build.  This will assure the stage will be put up in a timely manner and that no one individual will be over-taxed while moving the stage pieces. All tear-downs must be completed within one business day of the event.  

Contact:
SAE
(540) 654‐1061
Alcohol and Food Guidelines
Alcohol
No alcohol will be allowed at an event sponsored by a University student organization. No organization funding (that is, money your organization received from the University Finance Committee or raised as revenue) may be used to purchase alcohol.

Food/Non-Alcoholic Beverages
University of Mary Washington has an agreement that requires all groups associated with the University to work with the University Dining Services on any event involving food that must be prepared, or kept hot or cold. Food that is pre‐packaged (i.e., bagged, bottled, boxed, or canned) may be purchased at off‐campus locations. University of Mary Washington also encourages student organizations to utilize Pepsi products, the University’s contracted beverage vendor. If you can find a cheaper source elsewhere, it is permissible to use products other than Pepsi. Other beverages not carried by Pepsi, such as coffee, tea, etc., may be purchased from other vendors as desired.

To order Pepsi products at a discounted rate, please follow these guidelines:
1. Contact SAE via e-mail at least 15 working days in advance to place your order.
2. Provide your organization name and account number to charge. Business Services will send the bill directly to Accounts Payable and the funds will be transferred directly from your account.  To obtain the current prices for Pepsi products, contact the Eagle One Office in Lee Hall.

Contact:
Eagle One Manager
(540) 654‐1005
Partnership with the Catering Department
The University of Mary Washington has a partnership with the Catering Department for catering that all organizations must follow. Please review these important guidelines before planning your event:

1. Any event that includes a food item that must be prepared, kept hot or cold MUST be ordered through the catering office. Food for events that require only convenient, pre-packaged food (i.e., bagged, bottled, or canned) may be purchased at off‐campus locations, but must be approved and given a waiver.

2. Any organization planning to order food for an event being held anywhere on campus has two options to choose from: a Full Service Event or a No Frills Event. Procedures and information are listed below for each type of events. 

Important Note:  Regardless of your funding source, you must contact Catering Services at least ten business days prior to the desired service date. Failure to request food service at least ten business days in advance may result in a denial of permission to have food at the event, use of the University Credit Card to purchase food elsewhere will not be permitted, nor will reimbursement be made to an individual who purchases food with his or her own money.

3. Exceptions to the above policy are long‐standing traditional events that utilize off‐campus food vendors. These events are: Rocktoberfest, Devil Goat Day, Community Welcome Fair (new student orientation), the Multicultural Festival, Taste of Asia, Club Carnival, EagleOne Vendor Taste Tests, and meals for performers (per entertainment contract.)

4. Any requests for additional exceptions to any of the above policies must be presented to the Director of Student Activities and Community Service who will review the request in conjunction with the Dining Services General Manager and the Director of Business Services.

“Full Service” Catered Events
1. Four weeks prior to your event, contact the Catering Office at x1930 or at www.umwcatering.com under the University Catering option. During this initial contact you may place an initial order for your event, or speak to a catering consultant regarding the order. Custom or specialized menus can be developed to suit your particular event.

2. Students will receive a 5% discount on Full Service Catered Events. All final counts are needed at least 72 hours in advance. The administrative assistant in Catering can answer questions and work with you on available dates, menus, planning timelines, and room availability.

3. Student organizations may reserve the Faculty/Staff Dining Room through the Catering Office. There is no charge for the room as long as you order food from Dining Services.  However, if your setup is very different from the general room arrangement, there may be a fee – be sure to ask the staff in Dining when you make your reservation. 

4. If your event is taking place on campus, your organization must also include the date, time and place to set up and clean up the food for your group. Give the caterers at least one hour before the event for proper set up. You are responsible for ordering tables and setup of any rooms other than Faculty/Staff Dining Room. Please contact Facility Services at x2078 to make these arrangements.

5. The catering office will contact you with any questions regarding your event. A contract will then be e‐mailed to the events contact person for approval. You must complete the process through SAE for final approval.

6. Take the catering contract and a completed Business Meal Form to SAE for review at least four business days before the event. SAE staff will sign and send the contract and billing information to the Catering Office. This information must be on file with the Catering Office prior to the event. The Catering Office will not be able to service an event unless you have completed this process.

7. Your bill will be charged to the SAE credit card and the funds will be transferred from your account.

“No Frills” (Pick Up) Catering Events
This option is for use by student organizations which are registered with the SGA or Student Activities Office and is to be used when you want No Frills Pick Up Catering.
To expedite your order, please use the following procedures.  



Ordering Food:
1. Contact the Catering Office at x1930 or e‐mail to catering@umw.edu to discuss your needs and obtain a No Frills Order Form.  Allow at least 10 business days (M‐F) prior to your event to complete the form. 

2. Complete and have approved with the appropriate signatures the Business Meal Form (available in SAE). Orders will not be processed without the completion of the Business Meal Form.

3. The Catering Form may be e‐mailed or dropped off at the catering office located in Seacobeck Hall. If you e-mail your form it will be followed by a confirmation from the Catering Office within 48 hours. If you do not get a response within 48 hours, you may contact the office at x1930. If you drop the form off to the Catering Office, you will receive a confirmation with our signature. The Catering Office is open Monday‐Friday 8:30am‐5:00pm.

4. In order to serve you best and provide you with the items you have requested, orders need to be finalized at least 5 business days prior to the event. Requests made after the 5 business days will not be guaranteed and substitutions may be necessary.

Pick Up of Food, Supplies & Equipment:
Upon receipt of the food item, the student organization member is required to check for all items requested and initial the form to confirm receipt.

Food items are to be picked up at the Seacobeck kitchen.

Costs for grills are as follows: Grill only $25, Grill with Delivery $60.

Disposable Equipment such as chafing dishes to keep food hot and utensils to serve food will be priced into the contract.

SAE Process:
Take the catering contract (No Frills Order Form) and a completed Business Meal Form to SAE for review at least four business days before the event. SAE staff will sign and send the contract and billing information to Catering Office. This information must be on file with the Catering Office prior to the event. The Catering Office will not be able to service an event unless you have completed this process.

Your bill will be charged to the SAE credit card and the funds will be transferred from your account.

Contact:
Catering Office
(540) 654‐1930
catering@umw.edu
http://www.umwcatering.com/
Business Meal Policy
Anytime a student organization is using funds from an on‐campus student organization account to buy food, a Business Meal Form must be completed and submitted to SAE along with a Purchase Requisition, catering contract, or credit card approval form. All forms should be completed and signed by TWO authorized signers on your account as well as the Director or Associate Director of Student Activities and Community Service before anything is purchased. 

When completing a Business Meal Form, be as descriptive as possible when noting the purpose of the meal. Rather than writing “meeting,” write “Refreshments for reception encouraging interaction between club members and faculty.”  The “names of people attending” section must be a specific list of those members attending.

In the case of off‐campus meals, the meals must be essential to the organization’s purpose and approved by the Director or Associate Director of Student Activities and Community Service. Current meal limits for some popular destinations, which include taxes and tips (alcoholic beverages may not be included) apply as follows:
				    Breakfast 	        Lunch 	        Dinner
Fredericksburg/Richmond/		$9 		$13 		$29
Stafford/Prince William		

Washington, D.C./Arlington/         $12 		$18 		$36
Fairfax Counties	
	
Other locations	 	    E-mail paybables@umw.edu or call ext. 1226

Gratuities in excess of 20% of the meal expense is not allowed.  Before leaving a tip, verify that it has not been automatically added.  Any meal amount (to include gratuity and taxes) in excess of the stated limits is the responsibility of the purchaser.
Completing a Contract Packet
Any time your organization wishes to make an agreement with a speaker, band, DJ, or similar vendor you must have a signed contract. This is always true regardless of whether you will be paying the vendor or if the individual is donating products or services.

There are four parts to the Contract Packet (available in the SAE office): the Contract, the Contract Addendum, the Vendor Registration form, and an Invoice. The vendor and the Director of Student Activities and Community Service must sign the contract and addendum. The Vendor Registration form should be included whenever the vendor is new to working with UMW.  A W-9 may not be substituted for the Vendor Registration form.

1. Always let SAE know you plan to complete a Contract Packet. The process must begin no less than 20 business days before the event – the sooner the better.

2. Some companies or individuals may have their own contracts. If they do, ask them to send a copy to the Director of Student Activities and Community Service for review. It must meet state guidelines before being used.

3. Any funds being used as payment must already be in your account. Payments may not be made on the hope that ticket sales will cover the cost.

4. Deposits may not be paid by any UMW student organization to any vendor.

5. Complete all items of the contract, as well as the attached addendum. The addendum must always be included.

6. Mail, fax, or deliver an unsigned copy of the Contract Packet to the vendor and have them sign it. If the vendor has multiple members, the signature of one member is interpreted to be inclusive of the entire group. If the University has never done business with your particular vendor, you will also need to have them complete the Vendor Registration form.
 
7. Request the vendor mail or deliver the original Contract Packet back to you no less than 10 business days before payment is needed.  Be sure to allow ample time for this process.

8. The Director of Student Activities and Community Service will review the Contract Packet again and sign it. SAE must be the last office to review and sign the contract.  Students are not allowed to sign contracts.

9. Once the Director of Student Activities and Community Service has approved and signed the Contract Packet, a copy will be returned to you.  Be sure to send a copy back to the vendor or performer and to complete a Purchase Requisition Form.  Note clearly whether you will need to pick up the check (many performers wish to receive their payment at the conclusion of the event) or whether it should be mailed to the vendor address. The Purchase Requisition and Contract Packet must be completed and submitted to the Purchasing Office at least 10 business days before payment is needed.

Important: A vendor may request to use his or her own contract. In this case, be sure that the Director of Student Activities and Community Service is able to review it before any agreement is made. Regardless of what contract is used, the vendor and the Director of Student Activities and Community Service must sign the addendum.
Showing a Movie on Campus
The Federal Copyright Act governs how movies may be used publicly. While you may rent or purchase or borrow a videocassette or DVD, the right to show this publicly does not come with it. This legal requirement applies to colleges and universities regardless of whether or not admission is being charged. The movie studios who own the copyrights and their agents are the only parties who are authorized to license the showing of movies.  Privately owned movies and movies borrowed from other sources such as public libraries, college collections, and individuals cannot be legally shown without obtaining the license to do so.  

To show a film for entertainment purposes on campus your group must obtain permission from the copyright owner or obtain a license.  One source is SWANK Motion Pictures.  By renting your movie from SWANK Motion Pictures or another company that rents to college campuses, you are buying the license to show the movie in a public setting. Prices to rent a movie from SWANK range from $200-$800 depending on the movie's release date and its popularity. To purchase the rights to show a movie publicly, contact Cheap Seats at x1805. If you have any questions regarding this policy, please stop by and speak with one of the staff members here in SAE.

Rooms may be reserved on campus to show a movie but the reservation may be canceled if the group does not produce documentation that they have purchased a license. Equipment to show a movie on, such as TVs, LCD projectors and more is available in most classrooms or may be borrowed from SAE.  To use equipment from SAE, please complete a Sound Tech Request in addition to your Event Request. 

Educational Exemption for Video Screening
Under the Educational Exemption, copyrighted movies may be shown on campus without a license only if the movie exhibition meets all of the following:
· The exhibition is an integral part of a class session and is of material assistance to the teaching content.
· The exhibition is supervised by a teacher in a classroom.
· The exhibition is attended only by students enrolled in a registered class.
· The exhibition is lawfully made using a movie that has been legally produced and
obtained through rental or purchase.

This Exemption is given to teaching faculty and does not apply to student organizations.
Fines range from $500 to $20,000 for showing movies without obtaining the right to do so. The legal system also has the ability to assign jail time up to 5 years for each offense. In general, it is safest to assume that the display of a movie is legal only if it is used by an instructor under the Educational Exemption, or if a student has rented or purchased the video, it is shown in the privacy of your residence hall room or apartment. 
Decorations and Fire Safety
Many groups choose to use decorations for holidays, dances, and events. Anytime you do extensive decorating or use any kind of flame‐producing item, you must consult with the UMW Director of Environmental Health and Safety at least 10 business days before the event.

Please abide by the following guidelines when planning your event:
1. Absolutely no indoor pyrotechnics, fog machines, or flame producing items – either in or out of doors. This includes tiki torches.

2. Natural trees are prohibited in student rooms and in areas of public assembly (areas where 50 or more people may gather for a purpose).

3. Artificial trees need care in selection and handling. Plastic trees can burn. Use the type clearly marked as made from slow burning materials. Those with built‐in electrical systems should carry the Underwriter’s label (UL). Metal trees may be a shock hazard. Use only indirect lighting with them. If lighting strings are placed on a metal tree, the tree may become electrically charged. Never use electric lights on a metal tree.

4. Use noncombustible decorating materials (metal, glass, etc). Untreated cotton batting, flock, and paper ignite easily and may burn intensely. Use only flame‐retardant or noncombustible materials for costumes and decorations. Crepe paper and streamers must be labeled as “fire‐proof” or “flame‐proof.” Be sure to read the label before you buy the material. Plastic bags and plastic sheeting may not be used for decorating–this material is very combustible.

5. Keep exit corridors and doors free of decoration to reduce confusion and obstacles to exit in the event of emergency evacuation.

6. Cover no more than 20 percent of any available wall with decorations. Do not block or cover fire alarm pull stations, emergency lights, exit lights, hose and extinguisher cabinets, or any part of the sprinkler system. Regular corridor lighting must not be completely covered. Keep decorations at least 10 feet from exit doors.

7. Corridors must not be “wall‐papered” with combustible materials. Combustible decorations are not permitted in stairwells.

8. Do not string decorations down from corridor ceilings. They can act as fuses if ignited.

9. The use of lighted candles or any open flame is not permitted in any University of Mary Washington campus buildings. Safe alternatives include flashlights and battery‐operated candles.

10. Because of their combustible nature, corn stalks, leaves, and hay may not be used for decorating. Other natural materials such as pumpkins, squash, and gourds are permitted.

11. Electrical decorations should be UL listed. Equipment should be checked for frayed cords, loose connections, and broken sockets. It should be unplugged when your program comes to an end.

12. Make sure all indoor and outdoor holiday lights are UL listed.

13. If an electrical appliance smokes or has an unusual smell, unplug it immediately and have it serviced.

14. Any event that will have more than 25 people in attendance must be reviewed by the Safety Office. Please contact the UMW Safety Office at least 10 business days in advance of event.

Contact:
Director of Environmental Health and Safety
(540) 654‐2096
Steps in Planning an Event
In the beginning pages of this section, we discussed creating a vision and an action plan based on that vision.  Now that you have a clear concept, use these steps to execute your event:

3-4 weeks minimum before your event:

1. Meet with the Assistant Director, or Director, of Student Activities about your event. They are a great resource for students and organizations new to programming.  Contact them at SAE@umw.edu or by calling x1061. 

2. Set a date and time.  To see if your preferred space is available, check the Facilities Reservation Calendar linked to the Room Reservation page on the SAE website. Include enough time for cleanup of the space, particularly if it is being used by another group that day.  

3. Create a budget for the event. 

4. Fill out an Event Request Form, available on the SAE website.  For outdoor events, also an alternate space indoors in case of bad weather.

5. Submit your applications for funding to the Finance Committee in time to successfully plan your event. Be sure to make your request well in advance.  The Finance Committee will not consider requests that are received within 2 weeks of the event date.

6. Check with SAE to see if there are any specific policies that apply to your event. 

7. Secure co-sponsors and/or volunteers for the event. Co-sponsoring with a student organization or a department will help spread the work around and get you the volunteers needed to get the job done. 

8. If applicable, request an officer from Campus Police. This is required if you are collecting any money.  There is an hourly fee with a three hour minimum. 

9. Contact SAE to reserve outdoor staging.  This may require a permit from the Commonwealth 30 days before event and a $114 payment to the State for the permit.

1-2 weeks minimum before your event:

10. Confirm your reservation for your event spaces. Check the Events Calendar through the link on the SAE Website or contact SAE at x1061.
 
11. Develop a plan regarding the number of volunteers needed and what you would like them to do.  No one likes to be asked to help and find they are just sitting around when they arrive to assist with an event. 

12. Effectively advertise for your event/program. Make sure your volunteers are aware of University posting policy and that they follow it. 

13. Complete a Sound Tech Request for sound and lighting equipment.  The form can be found on the SAE website and must be submitted at least 7 days in advance of your event so that a tech can be scheduled.  There is a limited amount of equipment, so submit your request well in advance or equipment may not be available and you will need to pay for a rental from an outside source.  Completion of a Sound Tech Request form does not guarantee the sound crew’s ability to meet your needs. You will be contacted by a Sound Crew Coordinator to discuss your event and confirm availability.

14. Complete any work orders for services from Facilities (electrical power, trash cans, recycling bins, delivery of tables and chairs, etc). 

15. Look at your plans to see if you need a campus vehicle (passenger or cargo van).  If needed, be sure to complete a Vehicle Request and bring to SAE for signature.

16. Work with the SAE staff to borrow any equipment SAE may have.  (Pop Corn Machine, Sno-Cone Machine, Coolers, Water Jugs, Tents, Buckets, Screen, Projector, DVD / VHS Player)

17. Rent equipment from vendors (i.e., inflatables, dunk tank, etc.). Make sure the company carries liability insurance (you need to ask for a copy of their certificate). Be sure to work with the SAE staff to contract for any of these services. 

18. Have your contracts reviewed and signed by the Director of Student Activities.  (Students are not authorized to enter into a contractual agreement). 

19. Contact Catering Office to order the food you are planning to serve at your event.  Be sure to discuss your plans for refreshments when you meet with the SAE staff.

20. Secure lodging, special meals, transportation, or any other items listed in the contract or rider for the vendor/performer. Don’t forget to do a Business Meal form for any food/meal purchases. A Request for Travel and Travel Reimbursement form may also be required if we are reimbursing the vendor/performer for travel expenses.

21. Request checks for the vendors/performers. Is the person/company being paid listed as a vendor already in the UMW system – if not, a Vendor Registration form is required.

22. Pay the royalties on the movie you will be using at your event. See the "Showing a Movie on Campus" section for more information. 

23. Order/buy decorations for your event. Be sure to use the credit card which is designated for student organizations, available in the finance office at SAE.

24. Review the Gift Policy if giving away any prizes or gifts. Virginia State regulations require a Gift Log must be submitted for any items given away at your event. For more information contact the finance office in SAE at x1185.

After your event:

25. Return the space the way you found it. 

26. Complete the Gift Log if you gave away any prizes or gifts and turned this in to SAE.

27. Write thank-you notes to volunteers and performers.


28. Complete the SAE evaluation to assist you in next year’s program.
[bookmark: top]Why Programs Fail
Ever wonder why some programs are a huge success and other aren’t? Here is a list of possible pitfalls to avoid.

1. Poor Publicity – not eye catching, not enough of it, not enough advance notice to the community about the event, not creative or informative, too cluttered, poorly located, offensive.

2. Poor Program Design – no goals, not enough input from other students, didn’t identify target group, not well planned.

3. Wrong Location – too far from the dorms, not comfortable, too cold, too many distractions, student unfamiliar with the room name (especially in September), or location changed and the campus community was not effectively notified.

4. Poor Facilitator – poor interpersonal skills, poor speaker, not knowledgeable.

5. Unprepared Facilitator – lack of agreement on the topic, doesn’t show up, different expectations as to audience size, not enough time to prepare, late.

6. Murphy’s Law – things go wrong, equipment doesn’t work, the building didn’t provide enough power, poor performance, room not set up in time, volunteers don’t show, your group ran out of money or didn’t get the performer’s check, tech crew was unaware of needs and we don’t own the required equipment.

7. Program Runs Too Long.

8. Didn’t Follow University Policies and Procedures.

9. Timing – didn’t check the master reservation calendar to see what else was happening, didn’t take student trends into consideration, didn’t consider ALL religious holidays and celebrations.

10. Forgot to Gain the Support of Friends and Colleagues.

Think about it and remember – the key to a successful program is to plan well in advance for every contingency! 


Services Provided by SAE
Need help with your event?  The staff in SAE is here to assist you with:
· Program planning (brainstorming session – what do you want your event to look like).
· The completion of a event or meeting (space) request.
· The completion of all work orders and vehicle requests.
· The request for the President of UMW to attend your event.
· Requesting Campus Police presence.
· Requests for reserved parking for your event.
· The request for lighting and sound equipment.
· Gift Policy.
· Completion of all contracts and related forms.
· Credit Card reservations.
· Payment of performer.
· Fax machine if needed.

Contact:
SAE
540-654-1061


UMW SAE Event Planning Checklist
This checklist is a tool to help you plan a successful event.  Please know that due to the wide variety of events possible, the checklist may not include every step in your planning process. If you have questions please come into SAE and speak with one our staff members – we’re here to help you host a successful event!


	Name of Event: 
	[bookmark: Text1]     

	Date of Event:
	[bookmark: Text3]     
	Start Time:
	[bookmark: Text4]     
	Location:
	[bookmark: Text5]     

	Event Purpose: 
	[bookmark: Text2]     



[bookmark: Check1]|_| Brainstorming: (you should start this 1-2 months in advance)
     Determine type of event:
	· Comedy Show
	· Dance
	· Outdoor Activity

	· Concert
	· Festival
	· Panel Discussion

	· Conference
	· Lecture
	· Other: _________________

	
	
	


[bookmark: Check10]|_| Does the event serve a need not otherwise met on campus?   Yes  /  No

[bookmark: Check8]|_| Projected Target Audience:  Estimate the number of people in each category (if they apply).
	· Undergraduates ____     
	· General Public  ____
	· Children  ____

	· Faculty / Staff  ____
	· Graduate Students  ____
	· Volunteers ____



[bookmark: Check9]|_| How many volunteers do we need to make the event happen?  _______

[bookmark: Check12]|_| Should this event be Co-Sponsored?    Yes / No           If yes, list group(s):  _______________________

[bookmark: Check11]|_| Do we have the resources to make it happen?  Consider finances, time, volunteers, etc.    Yes / No

[bookmark: Check16]|_| Will we charge admission?    Yes / No          If yes, how much?  Use this info as you develop your budget.  _________________________

Now that you have figured out what kind of event you will be programming, take these steps to make sure it happens:
	
1. Scheduling: 
[bookmark: Check3]	|_| Check the Campus Event Calendar to find which dates are available. 
[bookmark: Check4]	|_| If applicable, check with your club/performer to decide on the best date for your event.  You might get                                                             a better rate if performers are already traveling through the area.
[bookmark: Check5]	|_| Reserve your space by filling out the Event Request Form. 
[bookmark: Check6]	|_| Schedule a meeting with the Director or Assistant Director of Student Activities and Community 	     
                      Service to discuss the event.

Remember:  If you are cancelling an event, send an email to SAE as soon as possible so that other groups can use the space and the student staff scheduled to support your event can be re-assigned.


2. Logistics: Meet  with a staff member in SAE to discuss your event and complete the paperwork needed:
[bookmark: Check13]	|_| Submit a Sound Tech Request.
[bookmark: Check14]	|_| Submit Work Orders for services provided by Facilities: Trash Cans, Electrical Power, etc.
[bookmark: Check21]	|_| Submit Equipment Rental Form for any equipment you want to borrow from SAE.
[bookmark: Check15]	|_| Submit your request for Police Presence (Police must be present if you are collecting any money).
[bookmark: Check17]	|_| Submit a President Request Form if you want him  to attend -- the earlier the better since his calendar 	
 	     tends to book up).
[bookmark: Check18]|_| Fill out proper contract forms (Performer’s Contract, UMW Contract  Amendment and an Invoice – see           Office Manager in SAE for help with these; ask her if you need to complete a Vendor Registration form).
[bookmark: Check20]	|_| Discuss what else needs to be rented, bought, or borrowed.
[bookmark: Check22]	|_| If you are showing a movie, find out what the cost of movie license will be. If the cost is feasible, work         with the Office Manager at SAE to order the movie for delivery prior to your event date.
|_| If you are giving out prizes, be sure to go over the Gift Policy with the SAE Office Manager and obtain a Gift Log.
[bookmark: Check19]	|_| Talk to Dining Services to get a quote for a catering contract.
	|_| Sign up for the credit card for local and on-line purchases (if applicable).
	
3. Budgeting: When you request funds, some of the questions the Finance Committee will have are:
[bookmark: Check23]	|_| Have you received a quote for food from Dining Services?
[bookmark: Check24]	|_| Have you received a quote for any contracts you will be negotiating?
[bookmark: Check25]	|_| Do you have the space reserved? (Required for Finance Committee consideration!)
[bookmark: Check26]	|_| Submit your Budget request to the Finance Committee a minimum of two weeks before event.
· Applications are due by 5 pm the Thursday before you wish to go to Finance Committee.
· If you need help with your Budget Request, see us in SAE.
· If your budget is over $5,000, the budget is due 4 weeks before event. 
· Review the Finance Committee policies which can be found in the SAE Policies and Procedures Handbook (on line at www.umw.edu/SAE).

4. Week leading up to event:
[bookmark: Check30]	|_| Reserve SAE Credit Card if you haven’t already – be sure to fill out the purchase agreement 		     form and get 2 signatures from your club’s authorized signatory list.		
[bookmark: Check7]	|_| Contact Facilities Services to confirm setup, trash cans, and power if your event requires 
	     these from facilities services.
[bookmark: Check27]	|_| Look at UMW Event Calendar or Contact SAE (SAE@umw.edu) to confirm your space
	     reservation.
[bookmark: Check28]	|_| Confirm Sound Tech Request.
[bookmark: Check29] 	|_| Confirm all contracts, invoices, and payment forms have been given to SAE.
[bookmark: Check31]	|_| Have SAE approve your publicity and spread it all over campus – be sure to post on bulletin boards 	 	      only and please don’t use chalk on the sides of buildings (sidewalks are okay).
[bookmark: Check32]	|_| Confirm Catering Request in Dining Services.

5. Post Event Planning:
[bookmark: Check38]	|_| Make sure location looks the same as you found it.
[bookmark: Check34]	|_| Submit all receipts to SAE Office Manager. Be sure to make a copy for your club’s records.
[bookmark: Check35]	|_| Return Gift Logs if you gave out any prizes. 
[bookmark: Check36]	|_| Send written thank you notes to volunteers and Performers.
[bookmark: Check37]	|_| Complete Event Evaluation. 

