Use this worksheet to help you in the planning process and presenting your event idea to the Club/Group Board.  Allow at least 8 weeks from “starting to plan” to the event itself, and more is better to be sure that dates are available and free of competing events.  It is best to complete as much of this worksheet as possible before presenting it to the Club board so that no time is lost in gathering more info and answering the pro forma questions.
This worksheet should be used in conjunction with other event planning documents which can be found on this site:  http://alumni.dartmouth.edu/Communities/clubs/eventplanning
There are four simple steps:
1. Propose the event to the Club/Group Board along with enough detail for a decision.
2. Once approved, provide marketing details (and do some marketing yourself!)

3. Implement the event 
4. Provide wrap-up info at the next Board meeting, details of which are needed for the Club/Group Annual Report
1.  Propose

· Date of event and day of week

· Name of the activity

· Type of activity (arts, sports, etc.)
· Venue/location

· Is there any flexibility with the date (another event may already be planned)?

· Name(s) of organizer(s) and contact info (phone, email)

· Do you want help finding another organizer to assist?

· Dartmouth ‘value added’ or how this is unique to DC (not required, but a plus!)
· Costs to Club/Group (including taxes and handling or service fees):

· Venue rental

· Food

· Beverage

· Tickets at cost, including taxes, handling, service

· Other costs - ?


· Total projected expenses

· Fee to attendees: member price, non-member price, no fee
· How to sign up (online event page; email organizer; buy from 3rd party?)

· Who is invited?  Members only?  All Ivy?  Other schools?

· # projected attendees, at what fee

· Total projected income

· How will payment be collected (Eventbrite page online; use the Square onsite; cash onsite, etc.)

· Contract required?  Must be approved and signed by a Club/Group officer (President, VP, or Treasurer)

· Obtain draft; send to officers; 
· Get approved contract signed, return to venue; coordinate with Treasurer to get the deposit paid, if any.
· Contact at venue:  Name, title, email, phone

· Other resources needed from the Club/Group: banner (large or small), nametags, door prizes, etc.

2. Marketing
· Know and share deadlines, info and format needed for website and newsletter for event announcements
· Market it yourself on your own Facebook page or group(s) and other social media.  Always point people to the online signup page so that all the info is in one place.

3. Implementation
· Remind your friends/ acquaintances a week before the event and the day of.

· Provide info again on where to go, how much the event will cost, how to pay.

· Have a great time at the event and take lots of pictures!  

· Club/Group officers and Board members are available to attend and it would be great to invite them to say a word about what events are coming up and to encourage people to sign up as members.

4. Report – use separate form
· Within a week after the event, please provide your report online or by email
· Please also send pictures and names of who is in them – we want to put them up on the Club/Group website and FB group!

(This document is based on a form created and used by the Dartmouth Club of Washington, DC.  Thank you, DC!)
Event Organizer's Worksheet











