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Presented by: The office of Student Activities and the Student Activities Committee


The Office of Student Activities is committed to helping students enhance their leadership, organizational, and communication skills through involvement in student groups, organizations, and activities. Programming and event planning serve as foundational mechanisms to leadership development. A successful student organization necessitates organized and well orchestrated programs and events. This manual serves as a guide to assist you in understanding the creation, implementation, and assessment components of co-curricular programming. However, it does not replace all the policies and guidelines outlined in the Gwynedd-Mercy College Student Handbook. Additionally, please feel free to contact the Student Activities staff for programming guidance and resources. We hope you find your programming experiences to be educational, rewarding, and fun!


I. Before planning your event develop goals for your program. Think about the intended audience and develop your objectives to meet their needs. Aim to create SMART (ER) goals/objectives:
· Specific: goals should be straightforward and emphasize what you want to happen
· Measurable: goals should be such that when you are through you have some tangible evidence of completion. If you can’t measure a goal, then you can’t manage it

· Attainable: assess your organization’s current reality against the program’s goals

· Realistic: set programming goals toward which your organization is both willing and able to achieve

· Timely: ground your goals within a specific timeline of development

· Ethical: are your goals in line with your organization’s purpose and with the institution’s values?

· Recordable/Rewarding: is there a way to substantiate the achievement of the goals? How will the goals’ achievements be rewarding to your organization and to your audience?
II. Brainstorm to decide how your organization will achieve your goals. Helpful brainstorming tips:

· Dream BIG! Write down all ideas that come to mind
· Think Aloud!

· Save constructive criticism until later

III. Share your general plan and ideas with your advisor and other relevant members of your organization. Your event will be most successful with the support of your general membership.

IV. Create a budget for all anticipated expenses and revenues. 

Budget
A budget should account for realistic sources of income and expected expenses. If applicable, potential co-sponsors should be contacted at this point. You should always secure funds before you spend them. Keep in mind that co-sponsors typically wish to be involved with planning the event if they are to fund the event. Thus, as a common courtesy potential co-sponsors should be contacted during the pre-planning stage.

Below is a sample budget sheet (applicability will vary depending on the nature of the event):

	Expenses
	Revenue

	
	

	Talent/Artist/Event Costs:
	Sponsorship Revenue:

	Talent/Artist fee/Honoraria:
	

	Agency Fee:
	University Sponsors: (LIST ALL)

	Entertainment/Activity Cost(s):
	External Sponsors: (LIST ALL)

	Meals
	

	     Artist:
	Fundraising: (LIST ALL EVENTS)

	     Crew:
	

	     Event staff:
	Ticket Sales (include advance and at the door)

	     Other:
	

	Catering/Hospitality
	

	     Reception:
	

	     Dinner w/Talent/Artist:
	

	     Artist:
	

	     Crew:
	

	     Event staff:
	

	     Other:
	

	Travel Costs
	

	     Air:
	

	     Rail:
	

	     Ground:
	

	          Car/van/bus rental:
	

	          Driver tip:
	

	          Fuel costs:
	

	     Other:
	

	Lodging Costs:
	

	Production Costs
	

	AV/Technical Equipment:
	

	     Sound:
	

	     Lighting:
	

	     Video projection:
	

	     Radio/communication equipment:
	

	     Other:
	

	Facilities Costs
	

	     Stage rental:
	

	     Table/chairs rental:
	

	     Equipment delivery charges:
	

	     Electrician costs:
	

	     Housekeeping costs:
	

	     Other:
	

	Decorations cost:
	

	Security Costs:

     University personal:

     External officers:

     Other:
	

	Event Staff Apparel Costs:
	

	Publicity:
	

	     On Campus promotion:
	

	     External newspaper ads:
	

	     Radio ads:
	

	     Brochures:
	

	     Postage costs:
	

	     Giveaways:
	

	     Other:
	

	Miscellaneous: 
	

	
	

	Total Expenses:
	Total Revenue:

	                             Net Revenue/Loss:
	


GMC Fundraising Policy:
“Institutional Advancement is responsible for all fundraising activities that benefit Gwynedd-Mercy College. Any/all fundraising events sponsored by students, clubs or organizations must be approved by Institutional Advancement.”


I. Logistics:
A. Select a date and time to hold the event
· When selecting logistics, keep in mind the following factors: Athletic events; other College events (Spring Fling, Homecoming, Mercy Week); day of the week; holidays and breaks; planning time; the “must see” TV show nights.

Resources:

GMC Calendar: http://community.gmc.edu/calendar/CalendarNOW.aspx?fromdate=12/1/2008&todate=12/31/2008&display=Month&more=1/1/0001 

Student Activities Website:

http://www.gmc.edu/students/studentactivities/upcomingactivities.php
Athletics Website:

http://athletics.gmc.edu/
II. Secure Event Approval

A. Discuss the event with your advisor and membership before making agreements with performers or 
contracted agencies. All contracts must be signed by your advisor.

III. Reserve the Event Area (see policy in section IV.)
IV. Request set up and AV/Media Equipment


A. GMC room reservation/set up (Plant)/ AV request policy:

1. All Events and Reservations MUST be made through the Gwynedd-Mercy College Calendar and the Facilities Coordinator.

2.  All Events or Meetings requiring Plant or Media Services must be reserved TWO weeks ahead of time.  All Media and Plant Requests must be made through the GMC Calendar and the Facilities Coordinator.  All Media and Plant requests made after that 2-week mark cannot be guaranteed.

3.  Requests for events beyond the 90-Day Advance Notice Mark will not be approved unless the Plant and Media service requests accompany the reservation.  Too often than not these events are never revisited and their plant and media needs end up as last minute requests.  Please do not put in the internal log….. “Set up to be discussed, TBA” etc.  Detailed requests are needed for our service departments to properly prepare.

4. Be clear in your requests for Plant and Media Services.  Please let us know what you need and where you need it to the best of your ability so that we may better serve you.

5.  When reserving a space, please look carefully at your needs and see if your group is suited to a space that may already have the media equipment and seating that you need.  We have multiple conference rooms equipped with technology that are great spaces for meetings.

6.  If you have an event in the calendar that requires changes or modifications to your set up both with Plant or Media Services, please make those changes in the calendar and notify the Facilities Coordinator and those whose services will be affected by the change.  Those changes need to be made by that 2 week window.

7.  If you have a space reserved and your event or meeting gets cancelled or moved, please make those changes in the calendar and notify the Facilities Coordinator and any departments that you may have requested services from. Please give us as much advanced notice as you can so we can be prepared to serve you properly.

8. Requests for Media Services outside of regular hours need to be made in advance.  A Media Services Technician will be available during regular hours to show you how the equipment works and ensure the requests are set up in advance.  There are no evening and weekend hours for Media Service Technicians to be on-site.  (Services can be provided by our tech vendor at an hourly rate)  JBA will be set up in advance for all weekend and evening events, due to the nature of the facility; the Media Services department cannot guarantee that their set up will go undisturbed.
9. Multiple Day Events requiring different set ups need to be reserved as separate single day events.  Our calendar is a marketing tool that has been altered to suit our needs and doesn’t always send our service departments the proper information where Multi-Day Events are concerned.  

10. Requests for space by a faculty or staff member for Non-GMC related meetings/events MUST go through the Facilities Coordinator before entering it into the calendar.  These events are to be set up and treated as outside events.

11. Please be specific when titling your meetings/events. “Meeting” or “Orientation” makes it hard to sort our events in the calendar, be specific to who the meeting is for and what the actual meeting/event is.



Resources:
Robin Oster, Facilities Coordinator






Oster.r@gmc.edu, x575

*** Work with your advisor to secure space and media/set up requests at least 2 weeks prior to your event***
V. Delegate Responsibility

A. Be realistic when describing expectations of responsibility


B. Devise a production timeline


C. Be sure to utilize the strengths of your membership


D. Membership retention:
· If you want your committee to stay on board, it’s important to give them a clear induction to the committee and to the program or event. 

· Create and maintain a positive working atmosphere: Set working expectations within your committee 

· Provide development opportunities (assign tasks to help members build their leadership and programming skills)

· Provide regular feedback to everyone involved with the planning process, including your advisor. Keep a regular flow of communication among all relevant parties
· Provide rewards and incentives: either through freebies or positive recognition; let your committee know when they are doing a good job!
VI. Secure Entertainment

A. Entertainment may be in the form of comedians, bands, disc jockeys, speakers, or novelty acts. You 
may come up with additional ideas from your members or the agents you contact. When speaking to 
agents do not ask for a contract or make a verbal agreement. Your advisor must negotiate and 
review all contracts.
VII. Contract Review
A. Be sure to review the contract to make sure that the college has the resources to provide the appropriate set ups and AV material. 
B. Make sure that your set up and AV requests are in line with the contract’s stipulations. 
VIII. Catering Requirements

A. If your event or your artist/talent requires food, be sure to set up a meeting with Parkhurst Dining 
Services well in advance of your event.



Parkhurst Resources: 
Al Marter: Marter.a@gmc.edu, x330






Karen Koch: Koch.k@gmc.edu, x330




      

Kruti Patel: Patel.k@gmc.edu, x330
IX. Billing/Purchasing

A. All expenditures must be approved by the organization’s treasurer or budget manager, as well as by the advisor, prior to purchase.


B. 2 copies of the bill or invoice must be sent to the SGA treasurer with a completed check requisition form. Be sure to hold a copy of the bill or invoice and also a photocopy of the check requisition for your organization’s files. 


C. Reimbursements/Cash advances:

· No funds will be given for reimbursement without valid receipts

· Be sure to complete a check requisition for reimbursement. All check requisitions go to your organization’s treasurer and then to the SGA treasurer. Remember to keep a copy of all receipts for your records!

· Reimbursement is a LAST OPTION. Proper planning should alleviate the need for reimbursement. 

· Work with your organization’s treasurer to complete a check requisition for cash advances.


D. Checks:

· All checks received by your organization must be made payable to “Gwynedd-Mercy College”

· If your organization wishes a check to be prepared in advance for an event (speaker, comedian,…) a check requisition must be submitted to your organization’s treasurer and then to the SGA treasurer at least 8 days prior to the event. Include the invoice/contract and the performer or agency’s tax ID number with the requisition.

X. Promotional Planning


A. Request promotional materials from agency or entertainer.

B. Devise a promotional plan. Promotion should be posted at least 2 weeks prior to your event. Your 
plan should include:

· An entry in The Student Update and The Buzz

· 25 flyers to the Office of Resident Life (they will post them for you)
· An email to your advisor that can be sent to the college community
· On campus postings, including posters, flyers, and table toppers
· Giveaways if available
C. All flyers can be duplicated at the copy center in the Connelly Faculty Center

D. All press releases should be sent through the Office of Public Relations. If needed, work with your advisor to arrange a meeting with PR staff

E. All promotional materials must follow the GMC posting policy
GMC Posting Policy:
· All flyers/posters must be approved for posting within the Office of Student Services or the Student Activities Office located in the Griffin Complex.  All postings must have the following:


Name of club or organization

Contact name and number/email
· Only masking tape can be used for approved walls and only scotch tape for windows.

· When an individual (including faculty and staff) comes to the Office of Student Services or the Student Activities Office, they will be provided with this list of acceptable places to post.  Any postings placed in any area other than the designated areas will be removed and receive a warning.  

· No papers/posters/flyers or directional arrows are to be posted to any permanent directional signs (e.g., the signs outside that identify buildings or parking lots). 

· To post in the residence halls, give to Secretary in Loyola Hall at least 2 days prior to the date they need to go up.  You will need to make approximately:





630 – one for each mailbox

  



30 - one per hallway and one for each designated posting area





215 - one taped to each door (with masking tape only)

· Posters/flyers must be removed by the date on the approval stamp, which is 48 hours after the event.

· Painting on window must be removed within 48 hours after the event.  The windows must be cleaned thoroughly, with no trace of paint.  Violations to this will forfeit their organization’s right to paint on the windows for the rest of the semester and also receive a warning (see fines).

· All directional signs and balloons must be removed at the conclusion of the event.
· Painting on windows – 3 locations for approved designs.  Designs must be presented and approved by the Office of Student Services or the Office of Student Activities.  

1. Keiss Hall front window on second floor

2. Lobby of St. Bernard, window between the two front doors

3. Lobby of JBA, window looking into St. Bernard’s Grille

· Sidewalk Chalk – may only be used on sidewalks; advertising with sidewalk chalk may only be done on the day of the event.  Must be removed at the conclusion of the event.  Violations to this will forfeit their organization’s right to advertise with sidewalk chalk for the rest of the semester and also receive a warning (see fines).

· 2 Community Sections-Waldron Center Breezeway (next to Pepperazzi)-bulletin board on the right, at the end, going to Resident’s Hall and outside Fatima Hall on the left side of the Big Green Bulletin Board  (anything that is not a Gwynedd-Mercy College event that is approved)

· Fines – any violation to this policy will receive a warning, after three warnings you will receive a written (email) violation from the Posting Committee, after three violations in the same semester you will be required to pay a $50 fine.  If your posting violation causes damage you may be required to pay for the repair in addition to the fine. Furthermore, failure to pay fine may result in denial of postings for your organization.
· Digital Signage Board at Gwynedd-Mercy College serves two purposes.  First, it is a tool to inform the College community, particularly students about current events on the campus.  Additionally, it is for emergency notification system that allows Gwynedd-Mercy College administration to provide time-sensitive messages to the campus community in the event of an emergency.  If an emergency bulletin needs to be displayed, the screen on the digital sign board will change colors to red and then provide the emergency information.  


The Office of the Vice President for Student Services is responsible for the management of communication for the board.  All communication intended for the electronic signage must be approved through this office.  All postings must have the following:

· Name of sponsoring club or organization

· Contact name and number/e-mail for requester

· Intended time period of posting so that information may be removed from display at stated time

· No posting for regularly scheduled meetings will displayed.  The board is intended to 
highlight 

special coming attractions.

· All postings must be emailed to mintzer.v@gmc.edu (in landscape format)

Note:  Postings, including pictures will not be displayed longer than one (1) week.

For further information regarding the digital displays on campus or to report any violations please contact Ginny Mintzer at extension 546 or mintzer.v@gmc.edu



Locations to Post
Waldron Center

Pepperazzi/ 
Table tents

(Breezeway):
Bulletin board on right going to the resident’s hall (Community Section is on the 



left)

Windows (not glass doors)

NO posting on any painted walls

2nd Floor:
Glass in hallway going to cafeteria




Bulletin board at top of stairs on right

Bulletin board on left going into cafeteria

Cafeteria:
Table tents

Walkway between Waldron and Rotelle Lounge:

Windows and glass block only
Grey doors between Waldron & Rotelle

NO posting on any painted walls (not even directional signs)

Elevator (inside walls)

THE GRIFFIN COMPLEX

Rotelle:
Windows in Rotelle lounge

Bulletin board by restrooms

Walls outside Student Services KEISS HALL

1st Floor:
Bulletin boards in classroom hallway (not the small nursing bulletin board)



Hanging strips on pillars



Hanging strip on left wall in lobby




NO posting on wood or painted walls

2nd Floor:
Hanging strips on pillars




Hanging strip at Griffin Grounds




Glass on classrooms at either 
side of Griffin Grounds

FATIMA HALL

Outside:
Big bulletin board

Hallway:
Bulletin board strips

Lobby:

Small bulletin board at steps


Shelf under clock

Restrooms:
Inside stalls or over urinals

CONNELLY FACULTY CENTER

Elevator:
Walls

GUSTAV MARTIN

Outside:
Glass coming in (not doors)

Lobby:

Wall over water fountain

Restroom:
Inside on posting strips

2nd Lobby:
Walls

ST. BERNARD AND JBA: (nothing on painted walls)



Windows in lobby



Bulletin board at top of steps



Bulletin board strips in hallways


Windows going into Waldron


Grey doors going into Waldron

Gym:
Windows along walkway



Walls in stairway



Wall along outside of gym



Walls in racquetball hallway

CAMPBELL HALL:
Bulletin board in front vestibule


XI. Checklist


A. It is helpful to have a checklist and timeline throughout the planning process. A 
completed event checklist, found in your event folder, must be submitted to SAC EC 
at least 2 weeks prior to your event.

In order to sustain your program be sure to evaluate it! 

· Did the program or event meet your initial goals and objectives?

· Did you receive feedback from your audience?

· What worked well?

· What should be changed for next time?
A completed evaluation, found in your event folder, must be submitted to SAC EC 10 days following your event.
Nothing will work unless you do.





Maya Angelou

Please note:  All bathrooms (except resident’s halls) have hanging strips. 


	Women’s  bathrooms:  on the inside of every stall door.


	Men’s bathrooms:   over every urinal.
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