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Three – Four Months: 

 Discuss idea(s) with committee. Take time to visualize the event – 
what do you want it to look like?  What’s the theme?  Who is your 
audience?  What will be needed? (write this out) 

 Survey students to see what type of events they would be interested 
in attending.  

 Review past program evaluations.  
 Start a Event folder beginning with this form 
 Build Budget – (use your visualization to list what is needed, if you 

do not know the cost of items needed, call around to get a close 
estimate) 

 Make contact with artist or agency.  Ask for available dates, also 
check to see if they are coming to any area schools and set-up a 
block booking if possible.  DO NOT SIGN CONTRACTS or DO 
NOT AGREE VERBALLY ON A DATE  

 Check room availability in the Student Union, Jarman, Wygall etc.  
 Once your committee agrees on an act and you have ok the event 

with your advisor, obtain a Contract from artist or agency. 
(contract should include all equipment and facilities requirements, 
set-up needs, what equipment the artist is bringing if any, cost of 
artist).  Ask specifically what the fee covers – does it include 
travel, hotel, meals?  Ask who makes these arrangements  

 Have contracts sent to your  advisor.  
 
Two – Three Months: 

 Make sure all contracts have been received. 
 Complete Time Line 
 Get committee together to divide work 
 If event needs special set-up arrangements, work with venue holder 

to discuss room set-up needs (arrangement of chairs, stage, etc.) 
 Meet with Aramark if you are serving food at any event or need to 

order food for the Artist. 
 Begin to work on Publicity Design.  Decide what publicity tactics 

you are going to use (ads, flyers, table tents, rolling boards, 
tabling, emails, letters, etc).  Where will you capture the audience 
you are trying to reach? 

 Ordering any favors, decorations, t-shirts, printed materials, 
supplies from another company?  Contact area companies to get 
estimates on costs, production time, and delivery dates.   

 Reserve state vehicle, campus police and parking space if needed.  
 
Four Weeks: 

 Design promotional plan  
 Order all food, security and state vehicle if that has not already been 

done.  
 Proof all publicity and send to print  
 Rent sound equipment if need for bands 
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Two - Three Weeks: 

 Begin promotion of event!! It is never to early.  
 Have committee members sign-up for any duties before, during, and 

after event.   
 Submit Press Releases to newspaters, radio stations, etc. 
 Submit final specifics of how you want the room set up and make 

sure you have requested all tech, sound and AV needs.  
 Advance the show with the artist or agency.  
 Check publicity to make sure it's going out on time  
 Check the Rotunda ad deadline schedule and submit ads 

accordingly 
 Review event responsibility with committee members and have 

training/information meeting if necessary 
 
One Week: 

 Check on and make any additional staffing assignments  
 Make sure check will be ready for the day of the performance 
 Make sure you have any hospitality requests from 

performers/volunteers met (bottled water, etc) 
 Pick up printed materials from Copy Center.  
 Follow-up on any materials that were ordered and haven’t come in 

yet.   
 Check-in any materials that were ordered to make sure everything 

arrived, is in good condition, and is spelled/done correctly.  
 If you have anything to assemble find the directions.  Make enough 

copies of directions to give to volunteers.  Make sure we have all 
supplies.  Begin any pre-work and small assembly (painting, 
cutting, etc – keep it organized.)   

 Call any performer, artist, or group that is coming in.  Tell them 
how excited we are that they are coming to Longwood.  Make 
plans to meet them – if they are flying in, you will need to make 
sure someone is at airport to pick them up and take them to hotel.  
If they are driving in, make sure they have received directions, 
know what hotel they are checking into, and arrange to meet them 
at hotel and drive them to campus.  Let them know who will be 
picking them up.  Confirm start time and arrange for any set-up 
time or sound checks as necessary (at least one hour before 
performance) 

 Update volunteers with any new information 
 Confirm who will be introducing group or speaker if necessary and 

prepare introduction (will need biography/background 
information). 

 Send any handouts being used for event to copy center if applicable 
 

Day Before: 
 E-mail Volunteers and remind them when/where to show up 
 Check to make sure if you need any last minute supplies 
 Gather all materials that will be needed (anything for check-in table, 

sign in sheets, evaluations) 



 Pick up needed materials (keys, table, signs, etc.) 
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Day of Event: 
 Arrive at the venue early, at least 30-60 minutes before the 

artist arrives 
 Check group assignments 
 Check room set up, sound, equipment 
 Have someone meet the performers 
 Everyone to wear their LP shirts for the event 
 Have clean-up crew 
 Pick up performer’s check 
 Provide water on stage for artist. 
 Meet with Security to go over event details before event 

 
Day/Week After: 

 Return all borrowed items 
 Do profit/loss statement 
 Do evaluation 
 Deposit money 
 Thank you notes are sent out 
 Jot down notes for the file and future programs 

 *Attendance 
 *Strengths and weaknesses of the event 
 *Personal and audience reaction to the artist. 
 *Recommendations for new procedures and/or additions to 
the  check list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Programming Tips . . . 
 
• Double check one week before the event to make sure that you 

have the space and all necessary equipment reserved. 
 
• Make sure that your flyers and ads have all the information 

necessary and are legible. 
 
• Involving the whole group in the planning and organization of 

events creates ownership and helps to build a working team. 
 
• If you're not sure about something, ask your advisor or someone from 

the Office of Student Activities. 
 
• Take time to evaluate your programs and come up with ideas for 

how to improve them for the next time. 
 
• Give yourself enough time before the event to set it up, and after 

the event to break it down and clean up the space and make sure 
you have students committed to staffing the  event to help it run 
smoothly. 

 
• Keep an open mind!  Just because you have always done it a certain way 

doesn’t mean you always have to do things that way.   
 
• Don’t sweat the small stuff!  Remember that if something minor does not 

work out the day of the program it is ok.  The people attending the program 
will not notice.   
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