off-campus event planning checklist

Before you begin
· Brainstorm, sort and evaluate

· Narrow the ideas down to the trip that best suits your organization’s needs and the type of outcome you are looking for.  Choose a site that you think will be interesting and create a lot of interest.

· Be flexible.  While traveling together to and from an off-campus site has the added benefit of allowing time to do some preparation and immediate reflection, recognize that some students may live or work off-campus; therefore, it may be more convenient to meet the group at the site.
· Familiarize yourself with the Off-Campus Trips Policy found on page 19 of the Event Planning Guide.

· Drop in during Lamar Hylton’s student event planning office hours or make an appointment with an OSE staff member to brainstorm your event.

At least one month in advance

· Contact the site to find out how much it costs for a group to attend
· Be sure to ask about group rates.  Many venues offer groups discounts for groups of 15 or more people.

· Create a budget
· You may want to petition the Student Government Association for additional funding for your event.

· Consider co-sponsoring your trip with other groups.  Identify other organizations and departments that may want to co-sponsor the event.  They may be able to offer monetary support.  

· Determine date and time of the trip

· Check the Calendar of Events (found on the Goucher website) for potential conflicts (i.e. sporting events, dance performances, speakers, etc.).  You should also look for holidays, college closings, etc.

· The Office of Student Engagement also has a calendar of student events in their office.  Check out the dates for other conflicts with programs on campus.
· Make an appointment with Emily Perl or other OSE professional staff member to obtain approval for off-campus trip
· Make reservations with the site

· Make sure that the site will be able to accommodate a group the size of your group on the date and time that you would like.  Be sure that the site is aware that your group will be coming.

· If a contract needs to be signed, be sure to meet with Emily Perl in the Office of Student Engagement to have her look it over, pass it onto Legal Counsel, and sign it.

· Arrange for transportation for your group
· The Office of Student Engagement can help you arrange for transportation if you have the necessary trip information (i.e. destination, date of trip, departure time, return time, and anticipated number of travelers).   Keep in mind that transportation options become very difficult to arrange during peak holidays or seasons.  It’s essential to contract with your transportation company as far ahead as possible.

· If you contact us, we can provide you with a detailed sheet of transportation companies to assist you.

· Make sure that you are knowledgeable of your transportation company’s policies regarding deposits and also cancellations.  Many times a large deposit is required ahead of time, and if you don’t act quickly enough, deadlines will sneak up on you.  Also, keep in mind the cancellation policies of that particular company when planning a trip just in case you don’t sell enough tickets to make it worth your while.

· Develop publicity and promotion campaign
· Consider how you are going to sell tickets.  You may want to table in the Pearlstone Atrium or sell tickets at the Information Desk.  If you’d like to sell tickets using one of these methods, come to the Office of Student Engagement and we can help you.
Two Weeks Before Event
· Confirm reservations at the site

· This is an important step to confirm that all of the necessary arrangements have been made.

· Finalize transportation

· It’s also a good idea to check in with the transportation company to confirm your travel itinerary.

· Create advertisements and have them hung by an employee in OSE 

· Sell tickets

· Confirm payment with the SGA Treasurer
· Turn in Check Requisition Forms to the SGA Treasurer for any payments that need to be made (i.e. tickets, transportation, etc.).  Consider if you will need to take out cash advances or allow for reimbursements.

One Week Before Event

· Purchase any supplies that you may need for the trip
· Prepare final list of participants: distribute and collect trip waivers from each person.  

· Turn in list of participants and waivers for each to OSE at least 48 hours prior to event.
DAY BEFORE EVENT
· Pick up any checks  from the Controller’s Office

Day of Event

· Meet the transportation at the agreed location at least a half hour before scheduled departure time

· Immediately before departing, take a list of names of all individuals on the trip to the Department of Public Safety

· Relax and enjoy the trip
Immediately After you return to campus
· Take a list of all individuals who did not return from the trip to the Department of Public Safety

· Take any items left by guests to the Department of Public Safety immediately after the trip

Day after Program

· Evaluate your event
· Remove posters/signs/banners as outlined in Advertising Policy

· Write a thank you note to the site or anyone that you feel helped make your event successful

