Strategic Planning 





Events are critical tools for institutional advancement. Some of the basic issues surrounding events are very straightforward: location, date, time, etc. However, events should never be ends in themselves, but rather means to our ends. To ensure that the event will provide tangible value and support Institute and Advancement goals, the assistant director for stewardship and events will discuss the following with the development officer. 

Overall Goals and Objectives

· Is an event the best/most appropriate way to achieve goals (versus, for example, a press release, or other targeted communication)?

· What are the key goals/objectives of this event? Specifically, what is the desired outcome and what do you want your guests to take away from this experience?

· What is the long-term value of the activity to the Institute?

Communications & Marketing

· What is your event’s primary message and themes? If you will have speakers, who would be appropriate (donor, legislator, administrator, faculty, student, etc.)? If there are multiple speakers, how will their messages be appropriately differentiated and integrated? How will this program be “choreographed”?

· How would you like your event marketed? How can we gain greater effectiveness/leverage from this event – before and after? 

· Consider how your message will be communicated or reinforced through: invitations, publications, advertising, websites, list serves, etc. 

Planning & Production

· What groups should comprise the audience? Who else might benefit from this event beyond the primary attendees? If it is appropriate and feasible within budgetary constraints, consider whether it makes sense to include alumni, donors, community members, legislators, media, students, faculty and staff. 

· If you anticipate a role for the President and/or Trustees, it is critical that the VP for Advancement be consulted. Be prepared to discuss what his role would be.

· What is the best date and location for this event? Why?

Proposals

Researching the feasibility of a new event will require a proposal. Proposals help development officers and the assistant director of stewardship and special events envision the event’s nature, scope and feasibility. After a preliminary discussion of the event, the assistant director of stewardship and special events will prepare a proposal that will:  

· Develop a detailed plan, outlining possible options

· Define clear event goals and desired outcomes 

· Determine logistical formats

· Contain an estimated budget 

Event proposals will be broken down into the following sections:  

· Fact Sheet

· Production Schedule 

· Program Schedule

· Estimated Budget

· Pros and Cons

Fact Sheet

A fact sheet will include a brief event synopsis, program schedule, possible participants, and considerations in a narrative form. Potential problems and solutions will be mentioned, arguments for why something should be done in a particular way, innovative ideas, and the subsequent benefits/pitfalls. The fact sheet will be limited to one page to succinctly inform the reader.

Production Schedule

An event schedule will include the event order, the component start times, the location and, if the attendance is expected to vary from component to component, the projected attendance. 

Program Schedule

The program schedule will detail the program order for the spoken/performed portion of the event. The program will include a presentation description such as welcome, greetings, video, remarks, suggested speakers, presentation timing, and total program run time. 

Estimated Budget

The estimated budget will project the total expenses associated with the event. It will break down the event components and will give an approximate cost for each component. If the proposal comprises one event, there will only be one budget. If the proposal comprises more than one event, each event will have its own estimated budget, with a cumulative budget summary page that totals all estimated budgets in the proposal. 

Pros and Cons

Sometimes it is necessary to point out pros and cons in the event planning proposal. Such notations could include already booked venues, bad times of the academic year to host an event, positive plan aspects, and any considerations that need further development and thought. These issues will be pointed out in the fact sheet document, but if they are sufficient in number, or need to be explained in more detail, they will be included in a section on their own.
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