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MASTER OF PUBLIC ADMINISTRATION

MPA Event Planning Guide

This planning document is meant to be a tool to help students and student organizations plan events.

O Identify topic and program format.
e Itis recommended that you look at your programming goals for the entire year as part of this process.

O Communicate to staff and faculty advisor — early and often!

0O Determine what, if any, budget is needed.
e Each student organization has $150 each year to spend on materials, catering, etc.
e Are there fundraising needs? If so, loop in your staff advisor and the Director of Annual Giving and
Alumni Relations at this point.

0O Secure any necessary speaker(s) or panelist(s).
e Your faculty and/or staff advisor are a great resource for this.
o Discuss what other program office staff or faculty need to be looped into this program depending upon
the type of speaker and nature of event.
e Confirm the speaker(s) are ok with streaming and/or recording the event.

O Set a Date (in concert with booking a room as noted below).
o Check with staff advisor to ensure it does not conflict with other activities both in the MPA program and
the SOG at large.

O Book a Room through your staff advisor:
e This request should occur at least one week prior to your event and include the following:

o Specific SOG room number requested

¢ Estimated number of participants

o |Is Parking Needed?

e Is it after hours?

o Will there be housekeeping services needed? (Keep in mind that serving ANY food will require
housekeeping!)

e What are the AV needs?

e Indicate need for streaming and/or recording event. Your staff advisor can help you set this up
and market it in a timely manner.

O Finalize marketing plan and timeline.
e Options to consider:
o Email, flyer, whiteboard, graphic to be included in the Digest newsletter, social media, etc.

O If catering or supplies are needed, determine the specific order and work with the MPA Operations
Manager or your staff advisor to order the items using the program pcard.
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o Note: Students are not allowed to physically take the pcard to make purchases.

O Thank speaker(s):
e Option 1: Send thank-you notes to invited speaker(s), within 24 hours of event (either hand-written or
email)
e Option 2: Have pre-written thank-you note and token of appreciation to hand to speaker(s) at the end of
the event.

O Make notes on event to share with future leaders of your organization.
Additional Notes:

o Student Organization Advisors:

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

o Speaker Selection Considerations:

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

o Insome cases, members of the SOG community may need to be informed of the presence of certain
speakers (ex. Dean, Mike Smith, SOG Development Office, Strategic Communications Office, Campus
Safety etc.). Your staff advisor can talk through what people or departments may need to be informed.

o Check Program Calendars

o When you are planning the timing of your event, check both the MPA and SOG programming calendar.
Student organizations should attempt to avoid MPA/SOG programming events as well as holidays.

o To ensure greater participation and avoid overlapping events, student organization leadership should
communicate with one another about upcoming events and, where appropriate, collaborate with each
other and the MPA Program Office.

o Isthere a Career Connection?

o Do you believe your program is closely tied to career outcomes or professional development? If so,
student organizations are encouraged to collaborate with the Associate Director of Career Services and
Professional Development. Separate from the faculty and organization advisor, student organizations can
work with the career services team to co-sponsor events and receive connections or support in arranging
visits, or presentations.

o Budget and Reimbursement:

e Each student organization has $150 for the year and the Social Committee has $300 for the year.

o Ideally student organizations plan ahead and work with the Operations Manager to purchase any needed
items with the program pcard. There may be a few times when students will need to request
reimbursement. When doing so, please supply the MPA Program Operations Manager with the
following:

o List of event participants
Fully itemized receipt(s) that shows what was purchased, and indicates payment was made
Event flyer/info
Copy of ONE Card
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