Event Planning Calendars

One suggestion for event planning is to create an event/programming calendar for the entire academic year.  This should be completed in early fall term or late spring term for the following year.  This will help guide the objectives and methods for success that your organization wishes to be involved with.

Brainstorm which activities your group wishes to do and an approximate timeline.  Consider the following issues when scheduling your events, however.

· Other campus events going on at the same time.

· How much lead time is needed after the beginning of the term?

· When are mid-terms and how busy will students be?

· How late is too late in the term and getting too close to finals?

· Do you have activities bunched too close together so that students cannot get a break between planning them?

· When are retreats, trips and other events being planned that could disrupt program planning?

These are just a few suggestions, but the event calendar process is an extremely valuable tool that will help guide your organization throughout the year!
Events on Campus

Assessment

The first step in an effective event planning process is assessing what the membership, student population, or audience is going to want or need.  This is often the most overlooked step in an event planning process, but the most vital for success.  Many times, you may plan a perfect activity that has a very low turnout.

It is vital to remember that you should know your audience.  This can only be ascertained by gathering information from them.  When your organization wants to plan an activity, challenge them to think if it is what their audience will want and how that event will be meaningful to them.

· Listen to what people are saying on campus or in the meetings about activities that they would want to see.

· Create surveys and distribute to campus groups.

· Have informal student contact.

· Discuss ideas in meetings.

· Complete note cards.

· Address campus issues or problems that are on student’s minds.
