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New Event or Program Consultation Form STUDENT ACTIVITIES & INCLUSION
co“ege of lake county Division of Student Affairs

Event or Program Overview
Title

Day & Date Time & Time Zone

Venue Address

Other Venues Entertainment Market ‘ Estimated Attendance

Ticketing Provider Ticket Pricing ‘ Announce/On-sale Dates

Venue Capacity Current Sales/Sign-ups Available Sales/Sign-ups

Artist or Guests

Description

Event or Program Coordination Contact Information

Sponsoring Group

Others Collaborating

Main Advisor Name Main Student Name

Advisor Phone Student Phone

Advisor Email Student Email

SAl Representative Venue Contact Name

SAl Phone Venue Phone

SAl Email Venue Email

Agency Contact Name Artist Contact Name

Artist Phone

Agency Phone

Agency Email Artist Email

Tour Contact Name Production Contact Name

Tour Phone Production Phone

Tour Email Production Email

CLC Police Name ITA/V Name

ITA/V Phone

Police Phone

Police Email IT A/V Email




Program Request [EEINCS

Event or Program Scope

Contract

[0 Educational / Lecture

[0 Entertainment (Music, Comedy, Etc.)

O No

[0 Fundraiser

Event or Program Type
[ Social

[0 Workshop / Training

[ Other:

Target Audience

Main Goals,
Objectives, &
Outcomes

Event or Program Promotions, Advertising, & Marketing

Assigned Staff

Understood Posting Policy

Understood Distribution Policy

Reviewed Advertising Procedures

O Yes O No

Invitations to Specific People

Tabling / Street Teams O

O Yes O No

Posters

(] Banners / Banner Stands

[ Handbills O

Table Tents

1 Chalking

Promotions Types to

[ Social Media Organic: O

Campus Televisions

[J Web Updates

be Used 0

Social Media Paid: O

Listservs / Email Blasts

[0 Yard Signs

[J Electronic Signage O

Community Signage

[0 Newspaper

[J Radio O

Contests / Promotions

[ Other:

Core Messaging

Event or Program Logistics

Dressing

Rooms A/ Set-up ‘

Yes

Contracted

Parking ‘ Labor

Yes

Meet-n-Greet ‘ | Photographer

Yes

O Set-up |

Management

Hospitality &
Catering

Security &
CLC Police

Merchandise

[ Yes [ No
O Yes O No
O cClean-up

Event Staffing

[ Promotions O

Tabling / Ticket Sales

[ Management

Set-up Details




Event or Program Risk Assessment & Contingency Management

Identified Risks Brainstormed Contingencies

Event or Program Show Schedule

Event Date:

Venue Available:

Production Load-in:

Hospitality Set-time:

Artist Arrival:

Any Meet-n-Greet:

End-of-Show:

Venue Closure:




Event or Program Task Checklist & Delegation Management

Date Completed Task Party Responsible

Identify Preferred Day, Date, Time, Venue, Topic, Artist, Etc.

Define Specific Goals, Outcomes, Objectives, Target Audience, Etc.

Complete Program Request Form to Reserve Venue, Tables, Vehicles, Etc.

Review Student Club / Org Resource Manual, Event Planning 101, & Applicable CLC / SAI Policies & Procedures

Schedule SAI Consultation with SAI Director

Work with SAI Director to Schedule Other CLC Departmental Meetings (CLC Police, Student Affairs, Etc.)

Evaluate Risks and Develop Contingencies with SAIl Director

Construct Planning Schedule / Timeline: Brainstorming, Collaborating, Planning, Promoting, Managing, & Evaluating

Build Checklist / To-Do List with Delegated Tasks and Due Dates (Like This Document)

Schedule Financial Consultation with SAl Admin. Assistant and Receive Current Fund 10 and Fund 28 Balances

Develop a Budget with SAl Admin. Assistant, noting Inflows and Outflows for Event or Program

Identify Funding Sources for Event or Program and Submit BAT Application if Fund 10 Support is Requested

Make Artist or Contracted Offer with Student Group Advisor & SAI Director

Submit CLC Contractor Agreement (Contract) to Agency / Artist Representative / Artist

Receive Two-Party Signed Agreement and Submit to SAI for Processing

Request Artist Technical and Hospitality Rider and Submit to SAI for Review (if not yet Received)

Submit Ticketing Request to SAI for Processing (SAIl will then Work with JLC)

Finalize Any Venue Set-up and A/V Technical Needs with SAl (SAI will then Update Program Request Form)

Finalize Any Venue Security or Police Needs with SAI (SAI will then Work with CLC Police)

Create Advertising, Marketing, and Promotional Materials for SAl Review and Approval

Execute Comprehensive Advertising, Marketing, and Promotional Plan as Devised and Approved by SAI

Work with SAI to Submit and Finalize all Necessary Purchase Requisition Paperwork to Ensure Payment

Reserve any Necessary Travel Arrangements through SAI Administrative Assistant

Finalize Hospitality / Catering / Meal Buyout Requirements per Riders and Submit to SAI (SAI will then Update
Program Request Form and / or Help You Submit Additional Paperwork to Finance)

Advance Show with Agency / Representative / Artist and Provide any Updates to SAI Director

Work with SAI Director to Finalize Show Schedule (SAI will then Finalize Details with Other Departments)

Organize and Motivate Event Staffing and Provide any Updates to SAl, Addressing any Staffing Gaps

Finalize Event Logistics: Signage, Credentials, Security Set-up, Wristbands, Schedules, A/V, Room Set-up, Etc.

Work with SAI Admin. Assistant to Request Any Final / Last Minute Monies Needed (through Fund 10 or Fund 28)

Finalize Payment Plan to Artist (Mail to Artist / Pick-up from Finance and Hand Deliver)

Triple-check all Requests and Reservations Have Been Approved

Issue Thank-you's After Event Completion

Debrief Hits (Successes) and Misses (Challenges) with Staff After Event Completion

Assess, Assess, Assess (Complete Event Analysis Form — Analyze, Record, Report, and Improve for Next Time)




Event or Program Operational Budget Plan Estimates & Final Costs

Expenses Estimated Final

Contract Fee:

Opener / Support Fees:

Agency / Middle Fees:

Artist
Artist Travel:

Misc. Artist:

Artist Subtotal: | $0.00 $0.00
Sound & Lighting:

Equipment Rentals:

Film Rentals:

Production Rentals of Services or Facilities:
CLC Facility Costs / A/V Overage:

Misc. Production:

Production Subtotal: |$0.00 $0.00

Artist Dressing Room:

Artist Catering:

Hospitality / Food Artist Buyout:
Misc. Hospitality / Food:

Hospitality / Food Subtotal: |$0.00 $0.00
Ticketing:

Equipment:

Décor / General Supplies:

Supplies — -
Non-Food Hospitality Supplies:

Misc. Supplies:

Supplies Subtotal: |$0.00 $0.00
Stagehands:

Contracted Security:

Venue / Event Staffing:
Staffing CLC Police Overtime:

EMT or other Regional Support:

Misc. Staffing:

Staffing Subtotal: | $ 0.00 $0.00
Print / Posters / Handbills:

Yard Sign / Large Format / Banners:

Electronic / Online / Social Media:

Promotions Newspaper / Radio / Community:

Promotions / Contests:

Misc. Promotions:

Promotions Subtotal: | $ 0.00 $0.00

Expenses Total:

‘ Estimated

Student Price Point (Lowest):

Second Price Point (Mid):

Ticket Sales —
General Public (Highest):
Ticket Sales Subtotal: |$ 0.00 $0.00
Fundraised Monies Fundraised Subtotal:
Misc. Sales Misc. Sales Subtotal:

Income Total:

Y218 0y iugring | $0.00 $0.00

Siotal=lIncomeilotal)

(Total Cosv=IExp
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