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[bookmark: _Toc1615241422]Event Process Overview
[bookmark: _Toc234118371]Idea Conception
This is the brainstorming part of the event process. Thinking about the following things will help you go into the planning phase with a solid foundation!
→ Who is the target audience for your event? Who are you trying to reach?
→ What is the purpose or goal of the event? Think about the event themes that will match your 	organizational goals (speaker, film, dance, fundraiser, trip, food, festival, etc.)
→ When is the best time to host this event? What other events may happen around that time? Are you planning far enough in advance to allow for unexpected challenges? If you are applying for OFA funding, are you considering the application deadline? If you are hosting a fundraiser, do you have enough time to submit the fundraiser notification form? 
→ Where is the best place to host your event? Does the venue comfortably accommodate your 	purpose and activities? Is the venue accessible or easily reachable? In the event that it rains, do you have a backup location?
→ What else could impact your event? Is your organization part of a national organization with 	separate guidelines and rules? Does your event conflict with the University's Policies? Could a 	university break impact the ability for students to attend your event (e.g. transit system closures)?
[bookmark: _Toc1346962486]Planning
During this stage you are using your resources to create a tangible plan for your event. When you can, use real data to support your ideas.
→ Who is involved in the event planning? Have you considered collaborating with another organization or advertising for volunteers? Is there someone who has the final say in decisions?
→ What will you need to get for your event? Will you be purchasing decorations or creating marketing materials for the event? How does this fit your budget?
[bookmark: _Int_QKkJJZMD]→ When will you complete needed tasks? Do you have a timeline that everyone is aware of?
→ Where is your final event location? Locations book fast and may require a fee, so make reservations as soon as possible. It may be hard to plan other details if you do not have a location confirmed.
→ What else will you need? Does your group need equipment or catering? Will you need to print flyers or create a digital event (e.g. HogSync, Campus Calendar, UARK News, etc.)? Do your promotional materials follow trademark policies? 
[bookmark: _Toc1345829444]The Event
It is time to put your planning to use – today is the day!
→ Who is in charge of what? Does everyone know what their role is during the event? If something goes wrong, who can people contact? Has everyone checked in?
[bookmark: _Int_HLG3rGWR]→ What needs to be set up? If you have tables, are they in place, decorated, and staffed? Is the entrance or “front” of your event clearly marked? If you are handling money, is the electronic system set up and fully charged or plugged in, do you have cash on hand to make change, and do you have a secure place to keep cash?
→ When should your group arrive? Get there early in case the equipment is not set up (even if it is supposed to be set up before you arrive)! When should guests arrive? What will you do if guests arrive early? When is event clean up? Is there a time you must leave the venue?
→ Where will guests arrive? Is there a specific parking space? Is there someone to help direct people? 
→ What else could happen? If you have a special guest, are you picking them up, or are they arriving independently? If the catering arrives early – or late – what is your plan? This step should be when you consider “worse case” scenarios. 
[bookmark: _Toc329692636]Follow-up
Time to review and document!
→ Who was involved in making the event happen? Send a thank you note to all parties involved! Send feedback surveys to guests. 
→ What loose ends should be addressed? Are there any balanced unpaid for? Save and catalog all receipts and update your final budget to reflect actual expenses. Return any borrowed materials. Reflect on the event and evaluate your performance. 
→ When can you schedule a follow-up meeting with your organization? It is important to de-brief with your organization members and advisors. 
→ Where can you improve? Take the feedback you received from guests/attendees/volunteers and create a list of tangible improvements for your next event. 
→ What else should you address? Were there specific problems you encountered, or things that you were particularly proud of? 



[bookmark: _Toc923235358]Resources
Please note that these resources are checked and updated to the best of our ability but may be outdated, inaccurate, or noncomprehensive.

[bookmark: _Toc987961180]Digital Promotion
The University of Arkansas offers multiple digital platforms for you to promote your events!
When publishing digital materials, make sure to follow accessibly guidelines. Michigan State University has a great checklist: https://webaccess.msu.edu/tutorials/basics/checklist. 
[bookmark: _Toc2068550139]Campus Calendar - https://calendars.uark.edu/
[bookmark: _Toc1310847772]HogSync - https://hogsync.uark.edu/
[bookmark: _Toc655177876]Arkansas News - https://news.uark.edu/
[bookmark: _Toc581818126]Union Food Court Digital Display Request
https://involvement.uark.edu/registered_student_organizations/foodcourtdigitalscreenform.pdf
Ad Space in the Traveler - http://www.uatrav.com/site/advertise.html

[bookmark: _Toc633828656]Physical Promotion
Promoting your event in a variety of ways will help you reach a larger and more diverse audience. A few common physical promotional materials are Posters, Table Tents, Banners, and Yard Signs.
If you want to display these items on campus, here a few starting points: 
[bookmark: _Toc171128038]Campus Bulletin Board Posting Guide  
https://involvement.uark.edu/registered_student_organizations/Bulletin%20Board%20Posting%20Guide%20Fall%202025.pdf
[bookmark: _Toc1211683018]Union Banners and Table Tent Spaces
https://union.uark.edu/meetings-and-events/reservation-policies-and-banner-space.php

[bookmark: _Toc893786812]Reserving Spaces on Campus
[bookmark: _Toc1335508728]Building Reservation Guide
https://involvement.uark.edu/registered_student_organizations/Building%20Reservation%20Guiide%20Summer%202024.pdf	Comment by Jenna Dawson: fix the spacing on this one
[bookmark: _Toc1430519687]Mazeavo - https://fama.uark.edu/campus-services/outdoor-space.php
[bookmark: _Toc1788084032]Facilities Equipment Requests - https://fama.uark.edu/campus-services/special-events.php

[bookmark: _Toc235508697]Policies & Procedures
[bookmark: _Toc634859596]Fundraiser Notification Form - https://cglink.me/2uB/s2428
	*This form is required if you are planning to host a fundraiser for your RSO. 
[bookmark: _Toc551962823]ASG Office of Financial Affairs Funding - https://asg.uark.edu/financial-affairs/
[bookmark: _Int_VYG14YGG]*Funding must be applied for in advance and is not guaranteed. 
[bookmark: _Toc325930289]Student Handbook - https://handbook.uark.edu/
[bookmark: _Toc1043802837]Trademark - https://brand.uark.edu/graphic-identity/trademark-licensing/
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