EVENT PLANNING

WABASH COL




MAKE A ROOM ONLY RESERVATION

* 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.




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
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PLANNING CALENDAR
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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

e NEEIETeTe Choose this option if you are planning a public event, or any event or activity that
includes food, publicity, requires technology, travel arrangements, lodging, or
help from Campus Services. EXAMPLES: public speaker or presentation, job
candidates, fine arts event, campus visit programs.




Event Summary

The Wabash scheduler defines an "event” as a single activity, or a collection of related activities. If
your event consists only of a noontime presentation, then your event has one activity. However,

events may be more complex than this. For example, a campus group may bring a speaker to H
campus, and while here the speaker may give a lunchtime talk, an evening talk, and have dinner with C heCk fo r Conﬂ ICtS
faculty and students. In this case, you should consider the visit as a whole the "event”, and provide

summary information below. On subsequent pages, you will be able to enter details about each
individual "activity", such as the lunch talk.

This page shows other campus events that are going on the same day(s) as your proposed event. In
order to maximize the benefit of all campus events, it is a primary goal of the College to minimize the
overlap of events, particularly large events that may target the same audience. New event requests
that create such conflicts may not be approved, even if your desired venue is available. We

Event name Event Scheduler Test Event ) . ) ) o .
encourage you to discuss any potential conflicts with Viclet Benge before submitting your reservation.
Sponsoring 0 - Event Scheduler v
department
Here are some other events scheduled for that day:
Enter here if not Other Sponsor(100 character limit) . .
listed Wabash Planning Calendar (What's this?)

Mo events are on the planning calendar for this date.
Event notes

Wabash Event Calendar

& Student Event Planner Training (Lunch) 01/29/20 12:00 PM - 01/29/20 01:00 PM
Basketball at Ohio Wesleyan 01/29/20 07:00 PM - 01/28/20 07:00 PM
Primary contact Violet Benge
name
-  covx [ e
Primary contact bengev@wabash.edu
email
Primary contact 765.361.6290
phone

Event Dates Start To End

01/29/2020 01/29/2020




Schedule an Activity

An "event" consists of one or more "activities". For example, if a department brings a speaker to campus, the entire visit would be

considered the event, and each component of the visit (perhaps a noon talk, an evening talk, and a dinner) would be an activity. Complete

the form below for the first activity for this event.

Title Scheduler Meeting
Location Hays Science Hall 104 Class of 1951 Lecture Hall v
Date / Time Start To End

08/25/2016 8:00 AM 08/25/2016 5:00 PM

Setup & Cleanup Allow minutes for setup and minutes for cleanup
Audience Size Audience Size
Audience composition: Students Faculty/Staff Alumni Public Other

ou need for this activity? What's this?

If this is a public event

Should this activity appear
on the campus calendar?:

Please indicate YES

Will you use technology?: Yes No
Will you serve food?: Yes No
Will you use campus Yes No

services to rearrange the
room, or provide tables,
chairs or trashcans?:

ADD DETAILS

Will You Sponsoring
Need Travel Department
or Lodging or Club

Primary

Event Dates
Contact

Must Include
Valid Contact
Phone
Number



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 tlme her’e: Setup & Cleanup Al minutes for seiup and minutes for cleanup

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.




Review

Flease review your request below. If you have additional aclivities associated with this event, you can
add the next one by clicking the blue "Add Another Activity” button. ITf you are all finished, click the
green "All Done" button to submit your reservation.

Event Summary Information

Event Event Scheduler Test Event
Sponsor 0 - Event Scheduler

Group Size

Event Number 104493

Reserved By Violet Benge

Activity Time(s) and Location(s)
Wed 1/29/20 8:00am - 5:00pm Event Scheduler Test Event Chapel Chapel”

Add Another Activity Cancel And Start Over

All Done - Submit My Reservation

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




SPECIAL PERMISSION FOR LARGE VENUES

ALLEN CENTER PERMISSION FINE ARTS CENTER PERMISSION

* Ryan Clark is facilities approver

Julia Phipps is building approver

* Contact must be made 4 weeks prior to event Both Ball and Salter require on site AV supervision for
for any AV (avsupport@VVabash.edu) or Campus ANY USE.
Services(campserv(@VVabash.edu)needs.

AV support must be contacted 6 weeks prior to event
* Proof of permission required before event is for Ball, and 4 weeks prior to event for Salter.

approved.

Proof of permission required before event is approved.




NOTIFY SUPPORT SERVICES:
CAMPUS SERVICES

Campus Services: Campserv@wabash.edu
The Campus Services setup and events team is here to serve the needs of students and staff of Wabash College.
Adherence to the following policies allows us to best meet all of the needs of the college.

Our goal is to provide an excellent service to everyone on campus and meet the needs in a timely manner.
With that being said, this policy will assist us in carrying out all of the setup and events on campus.

ON Campus Events Amount of Notice:

20 chairs and/or 5 tables 3 working days in advance
20-90 chairs and/or 15 tables 1 week in advance

Greater than 20-90 chairs and/or 15 tables no less than 3 weeks in advance
OFF Campus Events: Amount of Notice:

Any event less than 90 chairs and/or 15 tables 1 week in advance

Any event more than 90 chairs and/or 15 tables no less than 3 weeks in advance

Campus services should also be contacted for the following considerations: extra trash cans, trash removal, and restroom
cleaning (large events).




CATERING:
BON APPETIT

Bon Appetit: http://wabash.cafebonappetit.com/ email: Catering@wabash.edu

Number of People Notice

Less than 20 people 2 weeks Dietary restrictions of guests should be
sent to Bon Appetit as soon as they are

20-49 people 3 weeks PP Y
known.

50-75 people 4 weeks

over 75 people 5 weeks

Final guarantee is due 3 days before the event. Past that date, billing is set at the guaranteed amount.




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 ISYOUR 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

The following event request has been submitted for review. Depending on the complexity of your event, approval may take several
days, particularly if you have indicated a need for travel arrangements, technelogy support, or food service. Once the event has been
approved, you will receive a confirmation email, along with additional information to help with planning your event.

Event: Event Scheduler Test Event

Sponsor: 0 - Event Scheduler

Event number: 104433

Contact: Violet Benge bengev@wabash.edu 765.361.6290
http://www.wabash.edu/scheduler/eventDetail.cfm?event 1D=104493

ACTIVITY TIME(S) and LOCATION(S):

Event Scheduler Test Event
Date:01/29/20, 08:00 AM - 01/29/20 05:00 PM
Location: Chapel Chapel

The following event has been APPROVED. This message contains important information that will help with planning your event.

Event: Event Scheduler Test Event

Sponsor: 0 - Event Scheduler

Event number: 104493

Contact: Violet Benge bengev@wabash.edu 765.361.6250
hitp://www.wabash.edu/scheduler/eventDetail.cfm?event |D=104453

ACTIVITY TIME(S) and LOCATION(S):

Event Scheduler Test Event

Date:01/29/20, 02:00 AM - 01/29/20 05:00 PM
Location: Chapel Chapel

This activity has been added to the Wabash event calendar, at http://www.wabash.edu/calendar.




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 | I X17 and $.35
for 8.5x1 1.

* 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:

Major changes may require more time
* Moving an event by |5 minutes, ) & 7 Ieq

or consideration including:

* Updating speaker information
* Updating title Change of date

Email Violet with the following event information: Significant time change

* Date, time, location Change of Venue

* Scheduler or Calendar Event number

* Desired adjustments




A FEW THINGS YOU SHOULD KEEP IN MIND

ALWAYS ALWAYS ALWAYS

* Check with me (Violet) before you confirm a date with

NEVER EVER

Assume that your public event

a visitor who will do a public event.

* Contact Support Services in a timely manner.

is not subject to these

* Be mindful of the overall balance of the calendar (if one day has guidelines ©

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.




MAKING A ROOM ONLY RESERVATION

LOG ON TO MY BASH > SCHEDULER
ROOM ONLY

Make A Room-Only Reservation If yog Just need a room (or a couple of rooms), worlnl have an audience, wont be
serving food, and don't need tech assistance, publicity, or any other outside
services, you can make a room-only reservation. Room-only reservations are

primarily used for closed meetings, and not public events. EXAMPLES: a
department or club meeting, study tables.




Wabash Scheduler: Schedule an Event

Fill out the form below to make campus reservation.

Event Summary

Event

s -- Select department or arganization -- v
ponsor Enter here if not listed:

Group Size

Motes

Event Time(s) and Location(s)

Your event can include one or many individual meeting times and locations. Enter each meeting below. If you have more than five, enter
the first five on this form, then click "Add more times/locations” to enter the rest.

Location - Select Room -- v

Description (optional)

Date E

Time from Al ¥ |10 AM ¥ | (hhomm) | All Day

oo an Allow o minutes v or setup ana |0 el Remember to add set up and clean up times

Repeats One Time v Make Repeating | What's this?




TO DUPLICATE EVENT

Duplicate Above Entry | V8hat's this? W Scheduler Help - Google Chrome o|E] X

L] www.wabash.edu/scheduler/help.cfm?item=1

LocCd elect Room

Scheduler Help

Description
Date Duplicate Above Entry
To aid in filling out complex events, you can pre-fill a time/location entry with
Time from the time and location of the previous entry. Click this button and the location,
date, time, and other information will be filled out. ¥ou can then change the
Setup and Allow |0 nl | information as necessary for this time/location. For example, suppose you have
Cleanup 1| an event that includes meetings on the same date and the same time, but in three

different rooms. You can:

: _ 1. fill out the complete information for the first meeting.
Duplicate Above Entry | VWhat's this? 2. Click the "Duplicate Above Entry” button in the area for the 2Znd meeting.

] . All fields will be automatically filled out as for the first meeting.
Location - Select Room 3. Change the location for this meeting.
] 4, For the 3rd meeting, repeat steps 2-3.

Description

Date | @




FINISHING UP...

Add More Time/Locations | | All Done - Review

Wabash Scheduler: Schedule an Event

Event Summary

Event Testing

Sponsor Scheduler Training
Group Size

Notes

Event Time(s) and Location(s)

Make Changes || Submit Reservation

Sat 8/20/16 6:00am - 8:30am Detchon Center 112 Classroom®

Here are some other events scheduled for that day:

Event Start Time Location

Freshman Orientation Set-up 20-Aug-16 12:00 AM Classroom 216

Football Team Camp 20-Aug-16 12:00 AM Great Hall GH

FO-Student meeting room M.Raters 20-Aug-16 12:00 AM Classroom 301

Freshman Saturday 20-Aug-16 12:00 AM Class of 1998 Student Lounge
Freshman Saturday 20-Aug-16 12:00 AM Knowling Fieldhouse
Freshman Saturday 20-Aug-16 12:00 AM Classroom (entire room) 134
Freshman Saturday 20-Aug-16 12:00 AM Billings Conference Room
FO-Parent IMeeting room C.Benedicks 20-Aug-16 12:00 AM Goodrich Room

FO- Student Meeting room C. Benedicks 20-Aug-16 12:00 AM Media Center Classroom
FO-Parent Meeting room J.Brown 20-Aug-16 12:00 AM Classroom 319

FO-Student Meeting room J.Brown 20-Aug-16 12:00 AM Classroom 321

FO-Parent Meeting room E.Freeze 20-Aug-16 12:00 AM Center Hall Lounge 206

Status
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

The following room reservation is CONFIRMED:

Event: Testing

Sponsor: Scheduler Training
Group Size:

Motes:

Event number: 80225

http://www.wabash.edu/scheduler/eventDetail.cfm?event 1D=80229

Event Time and Location:
8/20/16, 6:00am - &:30am
Detchon Center 112 Classroom

Reservation Contact Information:

Mame: Violet Mayberry
Phone: 765.361.6250

Email: mayberrnv@wabash.edu




IMPORTANT RESOURCES

Calendar: www.Wabash.edu/calendar

SCHEDULING AND EVENT PLANNING

Campus Events Scheduling, General Palicies and Procedures

Scheduler: www.VWabash.edu/scheduler

Faculty and Staff Event Planning

Policies and Procedures: www.VVabash.edu/scheduler/policies.cfm

Event Planning Help Chart

Violet’s email bengeV@WabaSh.edu Event Planning Booklet for Students

Student Event Planning Slideshow

Violet’s extension 765-361-6290



http://www.wabash.edu/calendar
http://www.wabash.edu/scheduler
http://www.wabash.edu/scheduler/policies.cfm
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