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The following are recommended steps for student organizations planning a program:

1.
Brainstorm

With your members brainstorm a list of programs your RSO would like to provide for the campus community.  Make sure to 
designate a recorder to write down the suggestions and a facilitator to lead the discussion.  Questions to consider:
· What is the mission of our organization?  Does the proposed event match our mission?  (Set a goal for the program.)
· What makes us unique at Juniata – what can we provide that other RSOs cannot?
· What will be of interest to the Juniata College community?  Who is our target audience?
· Is anyone else already doing what we propose?
· Is there potential for collaborating?

While brainstorming, encourage everyone to be creative.  Follow the four rules of brainstorming:
1. Save all comments and criticism until the end.
2. The wilder the ideas, the better.  It is easier to tame down ideas than to think them up!
3. The greater number of ideas, the more likelihood of good ones.

4. Seek combination and improvement.
After brainstorming, be realistic by eliminating unworkable ideas and condensing the list.  Make sure everyone in your group “can live with” the choice.
2.
Project a Budget

Estimating the program’s budget will help your RSO decide if additional funding from the Allocation’s Board or co-sponsorship is needed.  Remember to plan ahead with co-sponsorship and solidify financial backings for the program before making purchases.
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3.

Reserve Program Location
Reservations should be made for the event location as soon as the date and the time have been selected.  To reserve space go to the Arch under Administrative and select Reserve a Space.  Be sure you receive a confirmation notice for your reservation.  If you have questions, please contact Conferences & Events at ext. 3606.
4.

Submit Fundraising Approval Form (if needed)

If your RSO is raising funds through a request for donations, offering a service, or selling merchandise, you must complete a fundraising permit and submit it to the Director of Student Activities.
5.

Contract Performers

If your RSO brings in an outside performer—speaker, comedian, band, DJ, or other entertainment—a signed contract and rider must be completed.  Please set-up a meeting with the Director of Student Activities and bring a copy of the contract, rider, performer’s W-9 form (provided by the artist), and an accounts payable form (found on the OSA website) to your meeting.  All contract negotiations must be approved and signed by the Director of Student Activities.  Once approved, copies should be made and taken over to the Accounting Office for final approval and payment.  Checks to the performer will be available for pick up the Wednesday prior to the event.
6.

Catering

All catering requests must be made through Sodexho, ext. 3338, at least two weeks in advance.  Your RSO may buy food or prepare your own food for an event; however, outside caterers may not be used on campus due to Juniata College’s contract with Sodexho.
7. Alcohol Events

To have a BYOB event on-campus, contact the Assistant Director of Student Activities at ext. 3332 at least 10 days prior to the event.  
8. Marketing & Publicity


Be creative and plan the program’s publicity to attract the audience outlined in the goals your RSO set.  Remember to use different forms of publicity such as banners, flyers, table tents, sidewalk chalking, and daily announcements.  Additionally, please remember that signs cannot be hung on glass doors and must get removed after two days of the event.
8.

Finances
All financial obligations should be finalized within the week following your program.  Arrangements for account transfers from other RSOs or student government should be made via e-mail between the treasurers of the RSOs and Susan Shontz.  The e-mails should include the dollar amount to transfer, the account numbers (with object codes), and the reason for the transfer.  Any other payment questions can be directed to the Accounting Office or the Office of Student Activities.  Please keep records of all your receipts and e-mails in your RSO’s binder for future reference.  P-card receipts should be dropped off at the Office of Student Activities.
9.

Thank You!  Thank You!
Whether members of your organization, people on campus, or outside groups, make sure your RSO thanks each person who assisted with the event.  A hand written note goes a long way!
10.

Evaluate the Program

The best way to have successful programs is through seeking feedback.  Ask participants what they thought of the event.  Find out from the planning committee what worked and what could have 
been better.  Complete the program evaluation sheet (attached) as a record for future members of your organization.
11.

Leave a Trace
Save information in your RSO binder to pass on to the future leaders of your organization.  Program planning is easier when you can build on the success of those before you.  Include copies of all receipts, contracts, emails, advertisements, and set-up requirements.  Additionally, please complete the on-line programming database found on the OSA webpage so the OSA has record of your program for future reference.
Pre-Event Logistics Checklist
1.

Event Location (reserve through the Event Scheduler ASAP)
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Room Reserved
















Yes/No
Completion Date 










i.
Location

















b.
Rain Location
 (if the event is scheduled to be outside)





Yes/No
Completion Date










i.
Location















2.

Contracts (at least two weeks in advance)


a.
Requested (contract, rider, W-9 form)










Yes/No
Completion Date








b.
Proofread by RSO members













Yes/No
Completion Date







c.
Complete Accounts Payable form (found on OSA website)




Yes/No
Completion Date








d.
Meet with Director of Student Activities









Yes/No
Completion Date








e.
Take signed copies of material to Accounting 








Yes/No
Completion Date






3.

Facility Needs 


a.
Sound and lights


















i.
Request through event scheduler









Yes/No
Completion Date










ii.
Confirm with A/V or Conferences & Events (3 days prior to event)
Yes/No
Completion Date








b.  Facility Set-up




i.    Request through event scheduler









Yes/No
Completion Date










ii.   Confirm with Facilities or Conf. & Events (3 days prior to event)
Yes/No
Completion Date







4.

Food Needs


a.
Contact Sodexho (two weeks in advance)









Yes/No
Completion Date








b.   Confirm with Sodexho (three days prior to the event)






Yes/No
Completion Date






5.

Performer Contact


a.
Performer (as soon as possible)


















i.
Arrival Time/Location












Yes/No
Completion Date
 









ii.
Overnight Accommodations (reserve Baker House, $25/night)

Yes/No
Completion Date
 









iii. Meals

















Yes/No
Completion Date
 








b.
Directions and Map to performer











Yes/No
Completion Date








c.    Confirm performer (three days prior to the event)







Yes/No
Completion Date






6.

Ticket Sales



a.
Price (student/public)

   














b.
Number




                                                                     



c. 
Print tickets

















Yes/No
Completion Date
  _____________                          


d.  
Arrange for sales





i.
In Ellis Hall Lobby (reserve table through Event Scheduler)


Yes/No
Completion Date ______________




ii.  
Information Desk (arrange with Sharon at the Information Desk)






Ticket sale dates ________________________________
7.

Transportation



a.
Vans Reserved through Facilities (driver must be van certified)



Yes/No
Completion Date








b.
Chartered Bus

















Yes/No
Completion Date






8.

Advertising



a.
Calendar of Events (as soon as possible)









Yes/No
Completion Date








b.
Banner/Poster (two weeks in advance)










Yes/No
Completion Date








c.
Table Tents in Baker (two weeks in advance)








Yes/No
Completion Date








d.
Daily Announcements (one-two weeks in advance)






Yes/No
Completion Date






e.
Creative Advertising (one-two weeks in advance)







Yes/No
Completion Date







9.

BYOB Events



a.  Contact the Assistant Director of OSA at least 10 days in advance


Yes/No
Completion Date










i.  RSO Event Managers: 











10. Follow-up (Within 1 week after the event)
a. Complete the on-line program database









Yes/No
Completion Date




b. Complete the attached program evaluation








Yes/No
Completion Date






If you would like to schedule an appointment to discuss your program, please contact the Office of Student Activities.
Program Evaluation
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Description of Program:
Program Presenter(s)















Program Planner(s)











Program Sponsor(s)
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Description of Audience (attendance):
Students





Faculty/Administration





Public





(Estimate if necessary)
























Total




  

Assessment:
	
	Excellent
	Very Good
	Good
	Fair
	Poor

	Quality of Presentation
	5
	4
	3
	2
	1

	Set-Up
	5
	4
	3
	2
	1

	Cooperation of Performer
	5
	4
	3
	2
	1

	Publicity
	5
	4
	3
	2
	1

	Facilities
	5
	4
	3
	2
	1

	Audience Reaction
	5
	4
	3
	2
	1

	Planning  Process
	5
	4
	3
	2
	1

	Clean Up
	5
	4
	3
	2
	1

	Overall Evaluation
	5
	4
	3
	2
	1


Performer (if any)
































Website/URL


































Set-Up Requirements (tables, chairs, podium, microphone, etc.):
List Successes/Positive Feedback:

Recommendations for next year to make the program more successful:
Evaluation completed by



















Date










Please keep this is your RSO binder for future officers!
