The purpose of the Pre-Planning Guide is to assist clubs and organizations in the creative
brainstorming process and to begin to solidify information necessary for success.

Event Title Event Date
Purpose of
Event:
What is the Goal
of the event
Who are we trying to reach to come to our
T I [IStudents [1Campus [JCommunity
Type of Students Campus Community Community At large
( Each has own needs, how will you
address)
[ICareer Paths [IFaculty [IBabies [1Young
Adults
[INew Students [JExisting Students [IStaff
[JToddlers L] Adults
[IEarly College LIPSEO [ Directors
[IChildren [ISeniors
[IDay Student [IEvening Student [IPres/VP’s
‘ ‘ ‘ [ITeens
[ISingle LIWith Family Notes:
[ Traditional [INon Traditional
Anticipated Attendance
P C<25  [025-50 [20-100 [J100-400  [1400+
When will we have the
- [IWeek Day [1Weekend
[IMorning [JAfternoon []Evening
[IMultiple days
Where will we have the
i [lIndoors [1Outdoors
[1On Campus ~ [L1Off Campus [1On Campus  [1Off Campus
[ISmall Room [1Large Room [1Small space  [1Large space




What will be going on at

TR — 1 Food [1Entertainment
[1Concessions [ICatering CMusic  [LIDJ [Individual
[]Other(explain) [ISpeaker L1Group

[ILocal [] National

How will they hear about it?

LFlyers [IBanners [Newspaper = [1Web [Invite [Word of Mouth  [Other

How much will this Cost?

Location
$
Decorations
$
Publicity/Marketing
$
Entertainment
$
Prizes
$
Food
$
Miscellaneous
$
Where can we get the
funds from s L1Our Account  [lJoint Venture ~ [1Grants  [1Donations ~ [1Other
Location Where Assigned To Date Due
Decorations What Kind Assigned To Date Due

Publicity/Marketing What Kind Assigned To Date Due




Entertainment What Kind Assigned To Date Due

Prizes What Kind Assigned To Date Due

Food What Kind Assigned To Date Due

Volunteers (How Assigned Date Due

Many needed for each | To

job

Job) [ISet Up [ITear Down [JGarbage | [Tables & Chairs | [Greeters
# # # # # #

[IServers [IData [JPhotos [JHost/Hostess for Entertainment | [1Marketing

# # # # #

Additional Thoughts
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