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[bookmark: _Toc200984189][bookmark: _Toc163208290]Introduction
Hosting an event is easy as a student organization.  In this document you'll find important information and the steps to take for hosting an event. 
As a reminder, all recognized student organizations are required to comply and adhere to all Comstock Union policies, university policies, procedures, and regulations, along with State of Minnesota and federal laws.
Failure to do so may result in the termination of the organization’s recognition, as outlined in the Student Handbook.
Questions regarding Student Organization Recognition can be directed to the Office of Student Activities osa@mnstate.edu and questions on the Student Handbook can be directed to the Office of Conduct and Resolution.
When planning an event follow these first steps!
Idea Generation & Planning (later in this document)
1. Check for funding with Office of Student Activities
2. Request Space

[bookmark: _Toc163208291][bookmark: _Toc200984190]Contact Information – Step 1
When planning an event on campus, your first step after coming up with an event idea will be to meet with or talk to an event Scheduler.  See the list below.
If you have any questions, or need additional information, please contact the Student Union & Activities Administration Office in CMU 222 or Campus Scheduling Services.
	CMU Administration Office 
Phone: 218-477-2261 
Email: cmu@mnstate.edu 
	Campus Scheduling Services 
Phone: 218-477-2400 
Email: schedule@mnstate.edu 

	
	

	Office of Student Activities
Phone: 218-477-2790
Email: osa@mnstate.edu 
	MSUM Sodexo Catering
Phone: 218-477-2852
Email: catering@mnstate.edu 



[bookmark: _Toc200984191][bookmark: _Toc163208292]Schedule a meeting with one of us: https://outlook.office365.com/owa/calendar/StudentUnionActivities@MinnState.edu/bookings/ 


[bookmark: _10_Steps_to][bookmark: _Toc200984192][bookmark: _Toc163208293]10 Steps to Planning a Successful Event
Planning an event for your MSUM Student Organization in the Comstock Memorial Union or general campus? It can seem overwhelming and complicated, so we’ve outlined 10 easy steps to guide you through the process.
[bookmark: _Toc200984193][bookmark: _Toc163208294]1. Where Do I start
Start By Thinking about the following questions: 

· What is the purpose of this event?
· What do you want to accomplish?
· What do you want people to remember about this experience?
Consider downloading and using our Event Planning Guide, Event Planning Flowchart, Program Model, Cosponsor Agreement, as well as this document.
Have the following answers ready before moving to step 2: 
1. What type of event are you looking to host? (For example: meeting, lecture, workshop, live performance, banquet)
2. What is your preferred date, time, and location?
· Is this a recurring or one-time event?
· When will your event start? When will your event end? When will you open doors for your attendees?
· Will you need time before and/or after the event for your own setup and takedown? If so, be sure to request pre and post event time.
· If you are requesting an outdoor space, what is your inclement weather plan? Do you need to reserve a rain location or backup date or do you plan on cancelling?
3.  How many attendees do you expect or plan to invite?
4. What is your preferred room layout? (For example: theater, conference table, classroom, custom) 
5. Will you need audio, video, or lighting? (For example: wired or wireless microphone, sound system, laptop connection for sound and/or projection, stage and/or background lighting). Will this system fit in the space you are requesting? You will need to know this information prior to submitting your space reservation request. 
[bookmark: _Toc163208295][bookmark: _Toc200984194]Tips to consider
· Start planning the event early. Large events typically require a few months of planning, so starting the planning process early may ensure that the team has plenty of time to organize the event.
· Remain flexible in your decisions. Some plans may require alteration due to unforeseen circumstances like weather, scheduling issues, or sickness. Remaining flexible can ensure the planning team may adjust easily throughout the planning process.
· Create a shared event plan document. Creating an accessible central plan with all required contact information and details may ensure that all team members remain aware and prepared for any changes or updates for activities, supplies, or other event-related elements.
[bookmark: _Toc163208296][bookmark: _Toc200984195]2. Request Space
· Once you have your answers to the questions asked in Step 1, visit Request Space to learn about the process for requesting and scheduling events on campus. 
· In general, reservation requests can be submitted up to one year in advance.
· For spaces outside of the Comstock Memorial Union, contact the special campus area directly. For example, Athletic fields, Recreation, Theatre, or outdoor facilities.  
[bookmark: _Toc163208297][bookmark: _Toc200984196]3. Receive Confirmation
· You should not proceed with the additional steps until you have received written confirmation of your space reservation and reviewed it for accuracy.
· If you have not received a confirmation for your event, please contact Scheduling Services at schedulehelp@mnstate.edu. 
[bookmark: _Toc200984197][bookmark: _Toc163208298]4. Submit Request for AV and/or Event Services
To see more information about what audiovisual setup comes free of charge with your space, visit with your CMU scheduler.  While some additional services do come at a charge, an estimate can be given by your CMU scheduler and can be adjusted as necessary throughout the planning process to meet your event and budget needs. When submitting a request, consider when you will need furnishings and equipment to be set by, and any necessary rehearsal time.  Hybrid or streaming services are available in some rooms free of charge.  Hybrid or streaming packages are available for CMU 105 and the ballroom.  Ask your CMU scheduler for options and pricing.  
[bookmark: _Toc200984198][bookmark: _Toc163208299]5. Submit Request for Other Services
In addition to the room reservation, production equipment, and furnishings, your event may require additional services in order to be successful. Consideration should be given to: 
· Catering - can order through this website (Catertrax “how-to” ppt)
· Parking
· Special AV Needs – Contact your CMU Scheduler, include event name, date and space.
· Special Event Staffing – Contact your CMU Scheduler, include event name, date and space.
· Campfire, Chalking, Hoverboard, Outdoors Space Request
If your event requires catering services, you can order food, drink, and table linens through Sodexo Catering.  Your CMU scheduler can put you in contact with Parking, Public Safety, Facilities, and other service departments as necessary. Be sure to communicate these needs during your scheduling and event planning processes, and to contact any necessary offices a minimum of four or more weeks in advance to schedule their services for your event. . Review Other Event Documentation
While requesting services for your event is certainly the most important part, the communication with these service providers should not end there. Once any documents or estimates have been received, they should be reviewed for accuracy, both, in terms of the services to be provided as well as the event information, including date, times, and location. Any necessary changes or alterations should be communicated to the service provider as soon as possible to ensure that they are able to accommodate these changes. 
· As the event date gets closer, all event documents should be reviewed for continued accuracy.
· If event attendee registration or interest indicates that a larger or smaller setup should be needed, or if the timing of the event has changed, that information should be updated in EMS, DragonCentral, any diagrams for the event, and any service orders.
· Day-of, on-site changes may not be possible, so it is important to confirm this information a week or two before your event.
· Please be sure to share any helpful materials with the Event Services team (such as a run of show, an agenda, event handouts, etc.) so our staff are prepared to help keep the event on schedule and can answer any questions if approached by an attendee.
[bookmark: _Toc163208300][bookmark: _Toc200984199]7. Advertise Your Event
Once your event details are in place, you’ll want to get the word out about your event. Be careful not to advertise before your services are confirmed, and always double check the details, such as the time and location of your event. 
[bookmark: _Toc163208301][bookmark: _Toc200984200]8. Final Event Review
You’re just about ready to hold your event! About two weeks before your event, verify with the respective department(s) and representative(s) that all your event details are confirmed and ready to go. Make sure you know who to contact if you have last-minute needs on your event date. If you have questions or need to make any changes to your event details prior to the event date, contact your CMU event scheduler and any applicable representatives or departments (such as Event Services or Catering) as soon as possible. Please note charges may be applied for last-minute changes in venue location, venue set up, or production needs. Use the following checklist to make sure everything is ready: 

·  Do I have confirmation of my event space?
·  Will the space I have reserved still meet the needs of my event?
·  Do I have confirmation of the tables, chairs, and basic equipment I’ve requested, if applicable?
·  Do I have confirmation of the audiovisual technology I’ve requested, if applicable?
·  Do I have confirmation of my catering service, if applicable?
·  Do I know who I need to contact the day of my event in case I have questions or need to make changes?
·  Once you can answer “yes” to the above questions, you’re ready to hold your event!
[bookmark: _Toc163208302][bookmark: _Toc200984201]9. Day of Event
Your CMU event space will be accessible starting at the pre-event time listed on your space confirmation, or at least fifteen minutes before your event time. If you need assistance after arriving on-site, you can reach our team by calling 218-477-2261. To avoid any excess charges from Event Services, make sure to leave the room clean and free of any incidental damage. 
[bookmark: _Toc200984202][bookmark: _Toc163208303]10. Event Follow-Up
Once your event has ended, that does not mean that the work is done! Successful event planners will reflect on what went well and could have gone better after each event. The most successful events focus on improvement and innovation. 

Following your event, reflect with your team on what went well and any areas for improvement, and document these notes and ideas for reference when planning your next event. Use these notes to provide any relevant feedback to your vendors and service providers. You can use the Event Evaluation in the Event Planning Guide (pgs. 4-5) to help you.

You will also want to re-confirm your payment method for any services ordered for your event. These invoices will typically be posted in the month following your event. Be sure to review the final amounts charged and confirm that the account or payment method on file is still accurate. 

When you are ready to hold your next event, simply start again at Step 1.
[bookmark: _Toc200984203]11. Event Satisfaction Survey
The Comstock Memorial Union is committed to providing quality facilities and services on a consistent basis. 

Your feedback is critical to our commitment to evaluate and improve our services. We thank you for your valuable time. The Comstock Memorial Union Event Services Office is committed to providing quality facilities and services on a consistent basis. We are hoping to get some feedback about your event.
https://tinyurl.com/msum-event-survey 



[bookmark: _Toc163208304][bookmark: _Toc200984204][bookmark: _Request_Event_Space]Request Event Space
Student Organizations can reserve meeting rooms Student Union and campus for the entire academic year – so plan and reserve your space now! Meeting spaces are scheduled on a first-come, first-served basis. The Student Union is excited for another great year of serving student organizations, so make sure to get this checked off your to-do list ASAP to get the room, dates, and times you want.
All requests are considered tentative until they are confirmed by the Student Union & Activities Administration Office or Campus Scheduling Services. 
There are 3 ways to request space:
1. Stop into CMU 222 Administration Office or use our online tool to schedule an appointment or meet with a scheduler.
2. Submit your request through EMS WebApp. (EMS WebApp Help)
3. If you have issues with EMS WebApp, use this web form: https://www.tinyurl.com/msumspace/
[bookmark: _Toc200984205][bookmark: _Toc163208305]Request Recurring Dates in EMS WebApp
To reserve spaces for multiple dates in the future, you can search for each date and select the plus button before advancing to the "2 Services" section. The rooms should be displayed under your "Selected Rooms" area of the "1 Rooms" page for each date you select. Alternatively for repeating reservations with a regular reoccurrence, you could use the "Recurrence" button.  If you ever need to reserve something a bit more complicated, you can submit requests here & include any reservation numbers you'd like to replicate in the additional information section. We're able to look up reservation numbers in the system easily.

[image: Requesting a space in EMS Webapp screenshot]
[bookmark: _Toc200984206][bookmark: _Toc163208306]Requesting Study Space
If you would like to request study space in the CMU, check out this video on how to use the EMS WebApp. 


[bookmark: _Toc163208307][bookmark: _Toc200984207]Resources
Catering
CMU Event Policies, Procedures & Guidelines
Cosponsor Agreement (Download)
Event Start Check List / Land Acknowledgement (Download)
Event Satisfaction Survey
Parking
Programming Model (Download)
Streaming Packages
Student Organization Funding
Travel & Business
Wedding Packages
[bookmark: _Toc163208308][bookmark: _Toc200984208]Forms on DragonCentral
Box Office / Ticket Website
Design Approval Form
Dining Services Request for Exception & Bake Sales
Fundraising Approval Request Form
Planetarium use Request
Public Safety Chalking, Outdoor Sound, and Special Events Form
Reimbursement Form
SAFAC Travel & Supplemental Funding
Special Expense Form
Student Organization Item Borrow Request
Travel Authorization
Wellness Center Liability Waiver

[bookmark: _Streaming_Packages][bookmark: _Toc163208309][bookmark: _Toc200984209]Student Organization Funding
For more information about funding, please contact the Office Of Student Activities.
[bookmark: _Toc163208310][bookmark: _Toc200984210]Catering
MSUM Dining Services (managed by Sodexo) has exclusive rights to provide catering services within the CMU as well as outside adjacent areas and the whole of campus unless they have granted a right of first refusal.  All catering requests must be made through MSUM Dining Services. The exclusivity rights exist regardless of the funding source for catering services. Limited exceptions apply to this policy for recognized student organizations.  Individuals may bring food into the facility only for their own personal consumption.

The team in Dining Services is skilled at developing plans to meet your needs as well as budget.  They can be reached by calling 218-477-2852 or catering@mnstate.edu.  If they cannot accommodate your request, they will provide written approval for the exception.  

There is an exception to the contract that allows outside food to be purchased for meetings held by recognized student organizations occurring in the Comstock Memorial Union with a price threshold of $50.00 or less. As long as you meet this criterion, no further action is required. Please include the meeting location on your reimbursement request. 

In addition, bake sales or donated food for student organization events/fundraising needs to be approved by MSUM Dining Services in advance. Typically, only baked items will be allowed for a bake sale. 

Failure to follow the dining contract will result in facility rental charges for the CMU space(s) being used.  

[bookmark: _Toc200984211][bookmark: _Toc163208311]Catering Contact Information
MSUM Sodexo Catering
Phone: 218-477-2852
Email: catering@mnstate.edu 
Website: https://mnstate.sodexomyway.com/en-us/catering/catering/ 
Student Menu: Student Group Menu 
Department Menu: Flavours Menu 
Place an Order: https://msum-catering.catertrax.com/ 
· Catertrax “how-to” ppt
· CaterTrax Ordering Made Easy One Sheet
Exception & Bake Sale form: Dining Services Request for Exception & Bake Sales


[bookmark: _Event_Start_Checklist][bookmark: _Toc200984212][bookmark: _Toc163208312]Event Start Checklist 
 Items: 
· Remember to bring any items needed for your event, technology, paper, writing utensils, etc.
· Check in scanner and back up sign in sheet. 
· Promotional items. 
· Posters for upcoming events. 
· Your name badge (if you have one). 
· Playlist. 
· Other event specific supplies (bingo cards, snacks, etc.) 

 
Actual Event Start 
 
· Welcome to  ___________ (Event name)! Remember to use inclusive language such as folks, friends instead of gender specific such as ladies & gentlemen. 
· My name is _________________ & I am an _____________________ (title) with (organization name).
· This event is sponsored by (student organization name). We are funded by student fees and if you have suggestions for future events, please let us know after the event. 
· MSUM acknowledges that it occupies the ancestral land of the Anishinaabe (Ojibwe), Dakota (Sisseton, Wahpeton) and Yanktonai Dakota First Nations. We honor and celebrate our Indigenous Peoples that came before us and those amongst us. 
· The restrooms are located (note location). 
· In the CMU gendered restrooms are down the hall from check in on the 2nd floor, and there are gendered restrooms and a gender neutral restroom located in the North East corner on the 1st  floor.
· Recycling is located ___________________. (If event has items that may be recycled) 
· Mention upcoming events:  
· Remember to check for upcoming events, etc on (list areas you communicate events)




[bookmark: _Toc200984213]Event Satisfaction Survey
The Comstock Memorial Union is committed to providing quality facilities and services on a consistent basis.  Your feedback is critical to our commitment to evaluate and improve our services. We thank you for your valuable time. The Comstock Memorial Union Event Services Office is committed to providing quality facilities and services on a consistent basis. We are hoping to get some feedback about your event.
[bookmark: _Parking][bookmark: _Toc163208313][bookmark: _Toc200984214]Parking
The MSUM Parking Office provides several convenient parking options for students, faculty, staff, and visitors on campus.  Visitors may use the metered lots or request a day pass from the Parking Office or the Comstock Memorial Union Administration Office.  Guest permits can be purchased for $5 / day.  Visitors to campus may also use the Park Mobile app to park in metered parking lots.

· Visitor Parking: https://www.mnstate.edu/about/parking/visitor/ 
· Parking Map: https://www.mnstate.edu/globalassets/general/parking-map.pdf 

Metered lots and general lots are free to use after 4:30pm and on weekends.

If you are in need of more assistance, ask your CMU scheduler or stop by the MSUM Parking office located in the Public Safety building.  The Parking office is open Monday through Friday 8 a.m. to 4:30 p.m.




[bookmark: _Toc200984215][bookmark: _Toc163208314]Streaming Packages
Some events may require more than just the in-person experience.  

If you are planning a meeting in which you plan to stream or hold in a hybrid fashion, you will want to think about the following:
· How will I keep all attendees engaged?
· What software and tools will I use?
· What do I need to have on my agenda?
· Be clear about the structure of the meeting.
· Set up a hybrid facilitator.
· Check your accessible options for those who may need accommodations.

And remember the golden rule of facilitation: the secret to running engaging workshops is balancing out how much time people spend on exercises vs. how much time they spend in “listening” mode. It’s essential to reduce the latter as much as possible—regardless of whether your workshop is hybrid, completely remote, or completely in-person.

Check these links for more information:
· https://www.workshopper.com/post/how-to-run-a-hybrid-meeting 
· https://hbr.org/2021/06/what-it-takes-to-run-a-great-hybrid-meeting 
If you need a virtual streaming option such as Zoom for your event, please review the package information for our current options for rooms not equipped for streaming. Rooms 203, 205, 218, and 225 are the only rooms currently able to stream without support.  The CMU administration office can help set up your Zoom Room or Zoom Streaming link through their Department Account.
Internal, On-Campus Group Packages
[bookmark: _Toc200984217][bookmark: _Toc163208316]$175 for initial Base Charge*
Plus $50/ hour beyond first hour of event time. For example: If your event time is 2 hours, then the total cost would be $225 ($175 + $50).

*Base Charge includes setting up the equipment, staffing to prepare, test, operate, and manage the technology for one hour of event time.

$100 Additional Day(s) Base Charge**
Plus $50/ hour beyond first hour of event time.

** Additional event dates in which the setup does not change from the first booking to the next. Includes one hour of event time. For example: If you hold three sessions of the same one-hour event three days in a row, the total would be $375 ($175 +$100 + $100).

Day Rates are negotiated with your campus scheduler.
External, Off-Campus Group Packages
[bookmark: _Student_Organization_Funding]$275 for initial Base Charge*
Plus $100/ hour beyond first hour of event time. For example: If your event time is 2 hours, then the total cost would be $375 ($275 + $100).

*Base Charge includes setting up the equipment, staffing to prepare, test, operate, and manage the technology for one hour of event time.

Day Rates are negotiated with your campus scheduler.

[bookmark: _Student_Organization_Funding_1][bookmark: _Toc200984218][bookmark: _Toc163208317]Streaming Event Information
If you are planning a streamed event, please review our Streaming & Hybrid Meetings Event Information document which provides valuable information regarding Zoom Meeting Rooms and Zoom Webinars for events held in the Comstock Memorial Union.

Captioning
For most events, we utilize Zoom or PowerPoint for live captioning options depending on the event’s needs. We generally advise that presentations be designed with a captioning area clearance space where text and non-decorative graphics are not placed. 

The average clearance space is considered approximately 1.5 inches at the bottom of each slide without obstructions. If you need more space for content, ensure a minimum of 1 inch clearance is available for captions. This creates a more equitable and enjoyable viewing experience for all.

For a visual representation, view our Captioning Example PowerPoint.
[bookmark: _Toc200984219]Travel
See the information on the Business Services Website under Student Travel and use the top link for Travel Authorization Form.

· Travel Authorization Form
· Minnesota State System Travel Management Policy 
· Minnesota State System Travel Management Procedure 
· MSUM Travel Study Course Policy 
· MSUM Student & Employee Travel Lodging Policy 
· U.S. State Department Travel Warnings 
· U.S. State Department Travel Advisories
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