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Event Planning Guide

2006-2007
The Washington, DC Stanford Alumni Association serves and engages Stanford alumni, students and parents and provides opportunities for them to:  connect intellectually and socially to Stanford, strengthen their relationships with one another and foster a sense of Stanford community in the greater Washington, D.C. area.
The following document is designed to help you, the WDCSA volunteer, successfully organize and manage an event.  Thank you for volunteering your time to help WDCSA fulfill its mission by creating a unique and enriching event for the local Stanford community.  We appreciate your energy and ideas and hope the guide is a useful roadmap during the planning process.  

CREATING AN EVENT:

What do I need to know before I organize an event?

The following factors are the most important to consider before an event is organized. A successful Washington, DC Stanford Association event organizer will have considered:

· Cost:  Will it be affordable to the target audience for the event?  Can WDCSA front the money to pay for an event up-front?  Can we break-even or net a small profit on the event?  What if we lose money – can WDCSA absorb any potential losses? 

· Unique to Stanford:  Is this event something that is not available to the general public and therefore more unique for Stanford alums?  (i.e. behind-the-scenes tours)

· Stanford Alum Connection:  Does the event relate to a Stanford graduate in some way? (i.e. a Stanford docent at a museum, Stanford author discussing their book, Stanford professors lecturing at an art exhibit, alum football player hosting a football-viewing afternoon, etc.)

· Draw/Marketing: Would I go to this event if I weren’t planning it?  Who else might be interested in attending and why?  What’s the special ‘hook’ and how can we best advertise to get the most people to attend?  What amount of people would have to attend to make organizing worthwhile? 
· Assistance/Committees:  Will I have time to do everything necessary to make it successful? Who else on my committee can help me organize an event?  Will I need volunteers?  Will I need help from the Stanford Alumni Association?
What are some examples of events that have been done in the past?

· Outreach:  Admissions events (frosh send-off, fall information session, early admit reception, spring admit reception, college fairs)

· Current Events:  Breakfast briefings, visiting SIW faculty lectures, Middle East panel

· Young Alumni Network:  Brown bag lunches, professional development, happy hours, End of Summer Blues Bash, grad school panels

· Arts & Theater: Opera, art gallery tours, embassy visits, book club, Strathmore, Wolf Trap, Cirque du Soleil, ceramics/pottery workshops, plays

· Community Service:  Hands-on DC, Habitat for Humanity, Kaboom playground build, soup kitchen, tutoring program, fundraisers, toy/food drives, CityYear service days

· Outdoors: Bird watching, hiking, canoe/kayak lessons, whale watching, Middleburg garden tour, Race for the Cure team, paintball

· General Events:  Holiday Party, faculty speakers from campus, wine tastings, behind-the-scenes tours (zoo, horse race-track)

· Sports-Events: Washington Nationals, Stanford football/basketball game viewing, Legg-Mason tennis tournament, basketball league, ski trips, Big Game watch

PROCESS:

With all of the events happening within WDCSA, there can be many questions, details and people to coordinate.  If you have questions about the way an event has been organized in the past, please feel free to contact the President or Vice Presidents during your planning process, depending on the type of activity you are planning: 

Lindsay Arnold, President  wdcsa.president@gmail.com. Areas of responsibility include:

· Operations (membership, finance, relations with SAA)

· Arts & Theater 

· Current Affairs and Speakers Panels 

Note:  cc: her on finance-related questions as well 

Kelly McKenzie, Vice President  kellymck@gmail.com.  Areas of responsibility include:

· Event Scheduling  

· Young Alumni Network 

· Social Events

· Community Service 
Note:  cc: her on finance-related questions as well


Chris Shinkman, Vice President c.shinkman@verizon.net. Areas of responsibility include:
· Outreach (new alumni outreach, parents committee, Stanford club affiliations, admissions)
· Club marketing and membership 
· Sports (Big Game, alumni sports teams, Stanford basketball and football viewing)

Note:  cc: him on finance-related questions as well


Jim Finucane, Treasurer  Jim.Finucane@eia.doe.gov 

· Questions about budget, pricing and finances

Bill Pegram, Webmaster and Membership Coordinator, wmpegram@comcast.net
· Questions about membership, website, and PayPal usage 

Jeff Lee, Newsletter Editor jeff118@stanfordalumni.org 

· Send newsletter write-ups to Jeff 

What are the basic steps for event planning?

· Step One:  Come up with an event idea

· Step Two:  Determine the general date/time the event would/could be held.  Email Kelly to find out if there are any conflicts with other events currently being planned.  

· Step Three:  Determine the target audience and selling points for the event

· Step Four:  Determine if the event will cost money to organize and to attend.  If so, follow the guidelines below.
· Step Five:  E-mail the appropriate contact (either President or Vice President) with an outline of the above details.

· Step Six:  Present your event idea at the WDCSA meeting to secure on the calendar.  

· Step Seven:  Write a short event announcement for the newsletter and send to the newsletter editor by the 25th of the month before the event.  
Who should I include in the budget planning process for an event?

If your event involves costs, either up-front or reimburseable, contact the Treasurer, Jim Finucane (Jim.Finucane@eia.doe.gov), once you have a budget for an event and want to move forward with planning. He is also the contact for questions about reimbursements.

How do I determine event costs – what’s my goal or limit?

Ideally, WDCSA events will be organized and implemented at a low cost.  It should always be your goal to at-least break even on an event.  In some cases, WDCSA ‘makes’ money on an event, which helps provide a buffer for future events where we may lose money.  

The higher the cost to organize, the higher the cost we must charge alumni, which can limit the amount of alumni participation.  Consider costs such as food (if catered, factor in tax, gratuity, overtime, etc.), facility rental (avoid, if possible), A/V equipment, thank-you cards/gifts for the speaker, security deposit, food reimbursement, etc.

If a fee must be charged, how do I determine the ‘right price’ for the event?

Since the goal is to break even or make a small margin on the event for future buffer, estimate your budget and the number of paying participants. Depending on those two factors, create a price per person that covers all costs.  

Should we charge non-member alums more than WDCSA members?

YES!  Tiered pricing gives members value for their membership and makes membership more attractive to non-members.  For this reason, when organizing you are organizing an event, remember to always give people a link to the WDCSA home-page so they can sign-up or update their membership information instantly and receive the discounted benefits.  

What do I do once I’ve determined a budget for the event?

Always contact the Treasurer (Jim Finucane) and either the President (Lindsay Arnold) or Vice Presidents (Kelly McKenzie and Chris Shinkman) for approval, depending on the type of event you are organizing.  

What if WDCSA has to pre-pay for an event?

If this is the case, please notify the Treasurer before any promises of payment are made or contracts are signed.  Once approved by the Treasurer, please provide him with an invoice/bill for the tickets (or other expenditures) a reasonable amount of time before the payment is due.  

How does WDCSA collect payment for events? 
For event pre-payment, we strongly encourage the use of PayPal, which is an online payment service.  When you are writing up your event description for the newsletter, please contact Bill Pegram and ask him to set up a PayPal link for your event. Bill can be reached at wmpegram@comcast.net.    

Though we do prefer PayPal because of its logistical ease, alumni who choose to pay by check may do so as well.  Checks (payable to WDCSA) should be mailed to you, the event coordinator.  If you allow people to pay for admission on the day of the event, you can collect cash or checks (payable to WDCSA).
When purchasing tickets or paying the invoice prior to an event, the event planner can either pay first for the tickets and get reimbursed later or arrange for WDCSA to write a check.  In any case please make the Treasurer aware of your plans.  If the event planner pays for the event, please send a copy of the receipt to the Treasurer, who will then write a check to reimburse you.  Please include the relevant address.  

What do I do with cash/checks collected at events?
Send cash/checks from participants to the Treasurer for deposit into WDCSA's account. 

Where should I send checks and how do I get reimbursed? 
For deposits and reimbursements, send checks and/or receipts to the Treasurer. The current Treasurer is Jim Finucane and he can be contacted at jim.finucane@eia.doe.gov. 
Can I get Stanford decorations or ‘goodies’ for the event?

Yes, in fact we now have WDCSA Event Kits that will help event coordinators stay organized.  The kits contain a Stanford banner, name-tags, pens, napkins, balloons and sign-in sheets.  To request a kit for your event, please ask the President or Vice President with whom you are working.

POST-EVENT:

What should I do after an event is over?

Most importantly – feel great – you’ve given your time and energy for a worthy effort!  For Stanford Alumni Association reporting purposes and for future planning purposes, WDCSA keeps a notebook of all events from the year.  This will also ensure that future event planners don’t have to reinvent the wheel for every event.  Please fill out the WDCSA Event Synopsis form, which can be found at http://www.stanfordclubs.org/dc/boardresources.asp.  Please email the completed form to Kelly McKenzie at kellymck@gmail.com.  

Step Two:  If you have any outstanding receipts or cash/checks from an event, please send to the Treasurer for deposit/reimbursement. 
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