Event Advisement

Events sponsored by recognized student organizations must be registered and approved.  This process also allows each event to be reviewed by Student Leadership and Activities staff to help assist in its success.  Our efforts are to help you and your organization succeed in the event and apply an objective eye to the events that you plan!
Registration is required for the following events:

· Vendor space in the Werner University Center, except for recruitment tables and information tables – if a vendor is selling something, an event advisement must be done.

· Campus activities open to the general campus population or members of the organization.

· Any non-academic-sponsored event on campus.
· Fund-raising projects involving the use of university facilities and/or the use of a cash box.

· On or off-campus events which may create sound levels impacting classes in session or the surrounding public community.

· Off-campus events that are publicized on campus soliciting the participation of members of the university community.

Event Advisement Process

· Students involved in planning events like those listed above must reserve space on line first in order to initiate the event advisement process.  This can be found at:  http://www.wou.edu/student/wuc and click the “Reservations” link.

· All activities should be registered at least two weeks in advance with an event advisor, who will determine which individuals on campus need to be informed of the planned event and to determine logistical needs (i.e. facilities, equipment, staffing, etc.).  Groups planning specific all campus events requiring the staffing of additional support individuals from the campus (e.g. International Student Night, MSU’s Pow Wow, etc.) should plan on registering the event three to four weeks in advance or additional charges may be incurred for the staffing of the event.

· Your appointment with the event advisor will define the specific needs for your activity and inform you of what individuals on campus will need to be informed of your event.  They will also:

· Provide information about Werner University Center resources and other university facilities which may be of value to you in event planning.

· Explain university policies and procedures as they apply to your programs.

· Preview all financial considerations and procedures.
· Identify other campus departments who will provide support for the success of your event.
· After the Event Advisement form is completed and confirmed with the WOU Facilities Manager, the sponsoring organization will receive a confirmation of the registered activity defining time, location, applicable fees, equipment needs, etc.
· The student will be asked to obtain signatures from their advisor as well as other campus individuals that have a “need to know” or will coordinate some aspect of the event.  For example, events on exterior campus grounds like the Grove will require a signature from the Physical Plant so they know of the event and can help brainstorm how to make it successful.

· After the signatures have been obtained, the entire event advisement packet must be returned to the WUC Information desk by the deadline indicated on the form.
Consequences of Non-Compliance

· Cancellation - your organization’s event may be cancelled.
· Scheduling conflicts - room assignments or types of activities incompatible with other activities (i.e. concerts and forums in the same area).

· Restricted facilities - most campus facilities can be used only if reserved through the Event Advisement process.

· Disciplinary action - your group may be subject to probationary or inactive status for repeated non-compliance with institutional policies.
Questions & Answers

· What are some things covered during event advisement?

Your event advisor will go over the logistical details of your program including diagramming space, making sure sprinklers don’t go off during a volleyball tournament, audio/visual needs are done, scheduling and marketing issues, staffing, lead time for events, and making sure you talk to the correct people on campus for your event!

Organization

This next step examines what needs to be done and who is going to be responsible for doing it.  Some suggestions for organizing an event are as follows:

· Use the person who developed the original idea.  They will be loyal to see the program through to completion.

· Don’t just ask for volunteers, but ask them by name to take a part in the responsibility.  Provide them with support and follow-through.

· Set up committees and provide importance to each part of the program.

· Follow the Event Advisement process through the WUC/SLA office.

· Be aware of campus programs or events that my conflict with the audience or facilities.

· Utilize campus resources and students as program presenters.

· Check all arrangements the day prior to, and of the program.

· Locate events in visible areas of the building or campus and experiment with different locations.

· Ask what a good time for the program might be from several sources.

The keys to success in this area are in the details!  By examining materials, finances, responsibilities, communication, and publicity needs, it will help with the organization and success of the event!

