Event Planning
Timeline

Day of Few days
4 Weeks 3 Weeks 2Weeks 1 Week Event after

""" N A A Y A
) ) Schedule your Social Officially register Return armbands and
Meet with AdV|§or Host Training event with Dean attendance counters to
ana/ or DOs Office (UHS Health of Students Office Dean of Students
to find Ol{t about Promotion Office) (minimum 3 days v Office.
event requirements. prior) Finalize event | | (within 3 business days)
details such as

food, alternative

Reserve the Choose one of your Pick up armbands, beverages and
space Social Hosts to be wristbands, and water, music, Evaluate
(facility) for the Event Manager attendance counters | | theme, DJ, etc. :
your event. . event with
when you register. Advisor
Contact Caterer Contact UR Security
(if applicable) to find out security
requirements, if any.




