Steps in Planning an Event 
Remember – you should start the process early.  Stage one starts with a vision and creating an action plan based on that vision.  If you need help brainstorming, feel free to see any of us here in OSACS. (Attached is a check list for your use only)
Once you have a plan, your next step would be to start the Event Planning Process, which is as follows:

3-4 weeks minimum before your event:

1. Speak with Steven Thomas, Assistant Director of Student Activities, or Joe Mollo, Director of Student Activities about your event. They are a great resource for students and organizations new to programming! Contact Steven via email at osacs@umw.edu or by calling 654-1061. 

2. Set a date and time.  Be sure to check the Room Reservation Calendar to see if the space is available.  Include enough time for clean up of the space if it is being used by another group that day.  

3. Create a budget for this event. 

4. Fill out a Room Reservation form. (available on the OSACS website)! For outdoor events, reserve a space indoors in case of bad weather.
5. Submit your applications for funding to the Finance Committee in time to successfully plan your event. (Remember – they will not consider requests that are received within 2 weeks of the event date).
6. Check with OSACS to see if there are any specific policies that apply to your event. 

7. Request an officer from Campus Police (this is required if you are collecting any money). 

8. Let OSACS know you want to use the outdoor staging.  (Setting this up requires 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:

9. Confirm your reservation for your event spaces. Check the Events Calendar on the OSACS Website or contact OSACS at 654-1061. 

10. 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. 

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 OSACS website and must be submitted at least 7 days in advance of your event so that a student can be scheduled.  Also, there is a limited amount of equipment – if you wait to complete this request, the equipment may not be available and you will need to pay for a rental from an outside source).
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 OSACS for signature.

16. Work with Steven Thomas to borrow any equipment OSACS may have.  (Pop Corn Machine, Sno-Cone Machine, Frisbee Spin Art, Sandy Candy, 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 Steven Thomas/Joe Mollo 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 Steven Thomas or Joe Mollo.

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 National City credit card which is designated for student organizations.
24. Review the Gift Policy if giving away any prizes or gifts.
After your event:

25. Write thank-you notes to volunteers and performers.
26. Complete the Gift Log if you gave away any prizes or gifts and turned this in to OSACS.
27. Return the space the way you found it. 

28. Complete the OSACS valuation to assist you in next year’s program.

Services Provided by OSACS
Need help with your event.  The staff in OSACS is here to assist you with:

· Program planning (brainstorming session – what do you want your event to look like).
· The completion of a room (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.

Showing a Movie on Campus 

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 rent to college campuses, you are buying the license to show the movie in a public setting. Prices to rent a movie from SWANK ranges from $200-$800 depending on the movie's release date and its popularity. More information about SWANK Motion Pictures can be found at www.swank.com/college/main.html or by calling 1-800-876-3344.

Privately owned or rented movies that are shown in a classroom, lounge, outdoors, or other public space still require the purchase of a license. If you have questions please contact OSACS or Cheap Seats.

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 OSACS.  To use equipment from OSACS, please complete a Sound Tech Request. 

