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MASTER OF PUBLIC ADMINISTRATION

MPA Student Event Planning Guide

This planning document is meant to be a tool to help students and student organizations plan events.
Let's have an event!

1. When your group develops an idea around a program or an event you would like to host, the
first step is to ensure you have informed your faculty and staff advisor.

a. Each student organization has both a faculty and a staff advisor. The faculty advisor can
help with though leadership and networking around content. The staff advisor can help
with that as well as logistics around planning and executing the event.

2. Speaker Selection Considerations:

a. Itisimportant to think about the potential connections and implications of inviting
particular speakers.

b. Insome cases, members of the SOG community may need to be informed of the
presence of certain speakers (ex. Dean, Mike Smith)

c. Depending on the profile of the speaker, we may need to inform various office on
campus (ex. Campus Safety)

3. Check Program Calendars

a. When you are planning the timing of your event, check both the MPA and SOG
programming calendar. Students organization should attempt to avoid MPA/SOG
programming events.

b. To ensure greater participation and avoid overlapping events, student organization
leadership should communicate with one another about upcoming events.

4. Isthere a Career Connection?

a. Do you believe your program is closely tied to career outcomes? If so, student
organizations are encouraged to collaborate with Allison Binkley. Separate from the
faculty and organization advisor, student organizations can work with the career
services team to co-sponsor events and receive connects or support in arranging visits,
or presentations.

b. Co-Sponsor Presentations:

i. Event planned by the program office:
1. Career Staff to reach out to appropriate student organization to
promote and co-sponsor event
2. Example: Alumni Led Webinar
c. Responsibilities:
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i. Promote event to student organization and student body
d. Event planned and pioneered by Student Organization with Career Focus:
i. Student org to reach out to career staff to help plan event
ii. Career staff provide contact information and framework to help organize event
iii. Career staff broadcast event if it makes sense to, i.e. employer presentation, via
adobe connect
iv. Career staff help advertise to all students with career lens
5. Contact the Associate Director of Academic Advising and Student Life
a. If you have not done so already, you need to inform the Associate Director of Academic
Advising and Student Life of the potential event and event details
b. The Associate Director of Academic Advising and Student Life will work the organization
contact to reserve the appropriate space of the event.
c. If your guests need parking passes, please make that request at this time as it can take
several days for a link to be created.
6. Communication
a. When planning your event, it's imperative to think about your communication avenues.
b. If the event should be open to online students, consider hosting the event in a space
that will allow you to stream the event via the Adobe Platform. You will need to make
this request through the Associate Director of Academic Advising and Student Life so the
appropriate hardware can be requested from SOG IT.
c. Once you have determined your intended audience, please send audience specific
communication over as many avenues as possible (ex. Email, Facebook, Intranet
Calendar)
d. the Associate Director of Academic Advising and Student Life can assist with sending a
communication to the online student body, faculty, and staff.
7. Facilities
a. Will you serve food? If you are serving food, we must make a housekeeping request
when reserving the room.
b. Check with Susan Lynch on the available budget for your organization
When requesting a reimbursement, please supply:
i. List of event participants
ii. Fully itemized receipt(s)
iii. Event flyer/info
8. Follow-up
a. A member of the leadership team should send the Associate Director of Academic
Advising and Student Life a brief synopsis of the event that can be shared with the staff
and Program Director.



