
EVENT PLANNING
WABASH COLLEGE



• Only a room (or rooms)

• No support services such as IT, Catering, or Campus Services 

• Not a public event

Room-only reservations are primarily used for closed meetings, and not public events.

EXAMPLES: a department or club meeting, study tables.

MAKE  A ROOM ONLY RESERVATION



SCHEDULE  AN EVENT

Choose this option if you are planning a public event that is intended to be on the Wabash 
Calendar, and will be publicized to the entire campus, or general public. 

EXAMPLES: public lectures, visiting artists, club call outs…

AND….



SCHEDULE AN EVENT

NON-CALENDAR EVENTS THAT NEED SUPPORT SERVICES

• Campus Services to set up or tear down tables/chairs, add trashcans, clean restrooms 
or provide other manpower or support

• IT to provide equipment, assistance or training

• Catering through Bon Appetit

• Licensure for movie rights



EVENTS SHOULD BE SCHEDULED AS FAR IN ADVANCE AS POSSIBLE

Avoid Conflicts

Reserve Proper Venue

Notify Support Services

Maximize Publicity



AVOID CONFLICTS

• Check web calendar and room scheduler before confirming date with a visiting speaker

• Contact Violet Benge before confirming final dates with visitor

• Avoid scheduling over other events

• Be aware of breaks and heightened campus activities (athletics, admissions, advancement)

• Balance events as evenly as possible throughout the calendar (week, month and semester)

Avoid submitting events during:

• VAS Events

• Named Annual Lectures

• Other Large/Signature Annual Events



Checking for Conflicts: Web Calendar and Scheduler





PLANNING CALENDAR

Outlines major campus wide events and 
some private events across campus. 

These events are still in the planning 
stages and may not have all venues 
reserved, but should be planned around 
as if they are confirmed.

Generally speaking, they are not yet on 
the public web calendar.



RESERVE PROPER VENUE

• Expected audience

• Room set up (lecture hall, classroom, lobby)

• Catering

• A/V Needs

• Not all venues can accommodate food or technology needs

• The Allen Center and Fine Arts Center require special 
permission for use.



EVENTS WHICH ARE NOT CONSIDERED PUBLIC

• Not open to general campus

• Not open to the public

• Not serving food

• Do not need IT

• Do not need Campus Services



SCHEDULING AN EVENT

LOG ON TO MY BASH > SCHEDULER

SCHEDULE AN EVENT





ADD DETAILS

If this is a public event
Please indicate YES 



SET UP AND TEAR DOWN TIME

• Start Time indicated here will appear on the public web calendar  

• If additional time is needed to set up chairs, tables, catering supplies, or AV, please add in 
that time here: 

• This will be reflected in the room reservation time, but not the event start time.

• If setup time is added to the event start time, the time will be incorrect on the calendar.



If you need to add more reservations to this event please choose “Add Another Activity”



ALLEN CENTER PERMISSION

• Ryan Clark is facilities approver

• Contact must be made 4 weeks prior to event 
for any AV (avsupport@Wabash.edu) or Campus 
Services(campserv@Wabash.edu)needs.

• Proof of permission required before event is 
approved.

FINE ARTS CENTER PERMISSION

• Julia Phipps is building approver

• Both Ball and Salter require on site AV supervision for 
ANY USE.  

• AV support must be contacted 6 weeks prior to event 
for Ball, and 4 weeks prior to event for Salter. 

• Proof of permission required before event is approved.

SPECIAL PERMISSION FOR LARGE VENUES



NOTIFY SUPPORT SERVICES:
CAMPUS SERVICES



CATERING:
BON APPETIT



TECHNOLOGY NEEDS:
WABASH AV SUPPORT

For audio-video needs please contact
avsupport@wabash.edu

as far in advance as possible. 

mailto:avsupport@wabash.edu


IT IS YOUR RESPONSIBILITY 
TO MAKE APPROPRIATE 

ARRANGEMENTS 
WITH SUPPORT SERVICES

Failure to provide sufficient time to meet events needs 
can result in the delay or cancellation of an event.



YOU SHOULD RECEIVE 2 EMAILS



MAXIMIZE PUBLICITY
AFTERYOUR EVENT IS CONFIRMED

• Do not publicize event until your calendar submission is confirmed.

• Groups/ Sponsors are responsible for their own publicity.

• Web calendar- Be sure to select this option when submitting your event.

• All Campus Email- 2 emails per event regardless of number of sponsors.

• Posters-Media Center asks for 2 weeks notice to create posters. Cost is $.70 per 11X17 and $.35 
for 8.5x11.

• Posters are allowed in specific areas, please see the Publicity Guidelines document.

• Social Media- Sponsors may use their own personal social media account to publicize an event.

• Word of Mouth-Spread the word.  Ask others to promote your event at their event etc.



TO REQUEST CHANGES TO AN EXISTING EVENT

Minor changes may be requested as long as they follow the original scheduling guidelines. 
Examples include:

• Moving an event by 15 minutes, 

• Updating speaker information

• Updating title

Email Violet with the following event information:

• Date, time, location 

• Scheduler or Calendar Event number 

• Desired adjustments 

Major changes may require more time 
or consideration including:

• Change of date

• Significant time change 

• Change of Venue



A FEW THINGS YOU SHOULD KEEP IN MIND

ALWAYS ALWAYS ALWAYS
• Check with me (Violet) before you confirm a date with 

a visitor who will do a public event.

• Contact Support Services in a timely manner.

• Be mindful of the overall balance of the calendar (if one day has 
several things and other days are empty, try to schedule your 
activity for the empty days).

• Communicate with other departments where necessary to 
ensure everyone has their best event.

NEVER EVER

Assume that your public event 
is not subject to these 

guidelines 



MAKING A ROOM ONLY RESERVATION

LOG ON TO MY BASH > SCHEDULER

ROOM ONLY



Remember to add set up and clean up times



TO DUPLICATE EVENT



FINISHING UP…



IMPORTANT RESOURCES

• Calendar: www.Wabash.edu/calendar

• Scheduler: www.Wabash.edu/scheduler

• Policies and Procedures: www.Wabash.edu/scheduler/policies.cfm

• Violet’s email  bengev@Wabash.edu

• Violet’s extension  765-361-6290 

http://www.wabash.edu/calendar
http://www.wabash.edu/scheduler
http://www.wabash.edu/scheduler/policies.cfm
mailto:mayberrv@Wabash.edu
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