Planning a Successful Event

Obviously, one wants their event to be memorable, successful and well attended. The following are helpful hints to see your event through from start to finish.

Prior to beginning the process, see what will be happening around campus
· Check the Campus Calendar to see if there is an event on that day/time that could create a conflict with:

· Your target audience

· The space you expect to use

· Noise 

· Congestion

· Parking

· Campus access

Arrange an appropriate space for your event:
· Visit the Online Room Request page to investigate and request space, or contact Scheduling Services (507-222-7185 / scheduling@carleton.edu ) to discuss options and find an appropriate venue for your location.
· Once this is determined, if necessary you will need to complete a Facilities Set-up Request Form to arrange for delivery of tables, moving of existing furniture, and set-up.
· Email a copy of this form to the appropriate people, as named on the form. *Forms should be submitted at least 10 days prior to the event.
Food/Alcohol for your event:  
· Contact Catering Services to notify them of your event date and arrange your menu
· Contact a restaurant regarding your catering needs. 
· Bring in food from a local restaurant. (i.e. Domino’s Pizza, Subway, etc.)
· Follow this link to find a list of local restaurants
· Keep in mind that if you choose to secure your food through an off-campus caterer, you will be responsible to make sure that the room is cleaned up and that no pizza boxes, containers, cups, etc. are left behind for the next occupant to deal with. 
· Planning to serve alcohol at your event?  Carleton Catering Services has the exclusive rights to providing alcohol for all campus Institutional Events. Please plan to discuss your needs with them at the time you arrange your food and they will plan for your event accordingly. 
· Click here to view the College Alcohol Policy
Audio/Visual needs for your event:
· Contact PEPS (x7070) to request any A/V needs for your event (projector, screen, laptop, etc.)  
· Be sure that you have noted these needs on your Facilities Set-up Request Form.
· Contact Telecom to arrange for a conference call telephone 

· NOTE: There are a limited number of conference call telephones (aka. “Octopus Phone”. Please make sure that Telecom will have one available for you prior to publicizing your date.

Publicity for your event:
· Place your event on the Campus Calendar 
· If appropriate you might also consider the NNB and/or the Carleton Weekly 

· Use Carleton Printing Services to print invitations, posters, flyers, etc. 
Following your event:
· Please be sure to replace any furniture that you moved, and clean up any leftover items at the conclusion of your event. 
· If set-up and catering were arranged through Facilities and Carleton Catering, they will take care of these details. 

· Look around for personal effects left behind by members of your group

· Any items found later on will be brought to the Carleton Info Desk
·  If items were reserved through PEPS, please contact them to let them know that they may come and pick up their equipment. 
