Special Tips for Special Events – A Mini-Guide to Penn Student Event Planning
As you, the intrepid student leader, look to host a special event on campus, there are numerous considerations (and sometimes challenges) between “What if…” and “Wow, that was cool!” To minimize the pain, and maximize the cool, here are a few tips for students planning events.
For starters, some initial questions to consider:

1) Who/What group(s) would be hosting or convening the event?

2) Who would serve as a primary contact(s) for the invited/featured guest(s)?

3) Who would serve as a primary contact(s) for campus officials?

4) Would this event involve a political or public figure(s)?

5) What campus audience(s) would be involved?

6) Would external audiences be included as well? If so, which one(s)?

7) What would be the nature of the event? (e.g. performance, lecture, public forum, debate, campaign speech)

8) How many people (realistically!) would you anticipate to attend?

9) In your view, which campus space(s) would be preferable for the event? (Plan for more than one.)
10) When might the event happen?

11) Are there specific technical needs or requirements for the event?

12) Will the event need catering or other services?
13) Is there existing funding available to host the event? 

14) Are there appropriate campus or community partners to co-sponsor and help fund and/or market the event?
Once you have these answers, at least tentatively, you are now ready to begin the special event planning process. Here are some other tips to help you along the way.

1. Remember that this is your event! While many campus partners stand ready to help you plan a successful special event, responsibility for the event’s orchestration rests with you! From stages to centerpieces, you are the master of your special event.
2. Penn has a decentralized event space management. Because of Penn’s twelve school and multi-division administrative leadership structure, there is no central way or place (for anyone) to reserve or evaluate costs for all potential event venues on campus. Different standards govern the use, availability, and costs for special events for various facilities across campus. You may want or need to contact several different entities to secure a venue appropriate to your event. 
3. Know your choices. By default, most students will have the greatest familiarity with event spaces in their school buildings and common University areas like Houston Hall. These may be great places to begin asking about hosting your special event. Other spaces on campus (again, perhaps managed by someone else), may prove equally appropriate or even better. Here are some frequent hosts for student events (not at all an inclusive list):

Perelman Quadrangle   (includes Houston Hall, Logan Hall, Irvine Auditorium, Penn Commons, Iron Gate Theater, and College Green)  215-898-5552 / www.perelmanquad.com

Annenberg Center (includes Zellerbach Theater) 215-898-6688 / www.pennpresents.org

Penn Museum  215-898-3024 / www.museum.upenn.edu

DRIA (Athletics) (includes Franklin Field and The Palestra) 215-898-4025 /     
                                www.pennathletics.com

4. General rule: the more you need, the more it costs. While many campus facilities will waive location fees for student events, there are other fixed or external costs that facilities will pass on to the event host(s). The more extensive or specialized your needs – or the more people involved – the greater the cost. (Just to consider when you’re discussing the fog machine.)


Typical costs include:

Facility Rental (often waived for student events)
Facility Set-Up (including podia, chairs, tables, decorations, unique configurations, etc.)
Technology (microphones, audio/visual systems, projectors, screens, etc.)
Security 
Catering 

Housekeeping

5. Security is not a negotiable point. The safety of attendees and the campus community is paramount for any campus special event, student-planned or otherwise, and the Penn Division of Public Safety is the ultimate authority for assessing and meeting event security needs. Facility event planners work in close consultation with Penn Police to determine appropriate security staffing for each event. Sometimes, this will mean facility event guards (or other staff); in other cases, additional police presence or monitoring will be required. Only a change to the venue, scope, audience, or nature of the event will alter security needs. Also be aware that most security comes to Penn facilities at an external (your!) cost.

6. Be creative about fundraising. For most events, there is available funding from some or several campus sources, beginning with official University student governance bodies like the Undergraduate Assembly, the Graduate and Professional Student Association, and the Student Activities Council, which funds registered student groups. Each of these chartered student government bodies has specified procedures and protocols for event funding applications.  Some special event student hosts may also choose to charge for tickets or ask for donations to help defray costs. Many events will lend also themselves to co-sponsorship and support from campus centers, schools, departments, or other entities. Appreciate that most campus operations are individual responsibility centers, with their own unique funding mechanisms and priorities. In practice, support from “Penn” will mean support from one or more of hundreds of individual faculty or administrative groups. 
7. Start early. Planning a special event at Penn can be a multi-step, time consuming process. You’ll be a lot happier – as will those helping you – if you have plenty of time to make the tough planning decisions before the last minute! 
A final reminder:

If your special event involves an appearance by a government agency representative, elected official, or political candidate, you will also need to send a detailed description of your proposed event to the Office of Government and Community Affairs (OGCA) at ogca@pobox.upenn.edu. OGCA facilitates all official visits by elected officials and their representatives. Your OGCA liaison can provide you timely and specific information about Penn’s standards for hosting government officials on campus. 

OGCA will work with another important Penn stakeholder – the Office of General Counsel – to determine the University’s ability to provide either direct or in-kind (comp) support for events involving political figures, on a case-by-case basis. Given federal and institutional restrictions related to Penn’s Section 501(c)(3) non-profit tax status, in some cases, no entity associated with Penn will be able to provide fiscal or in-kind support for these types of special events. Generally, the University cannot host political fundraisers or engage in activities that could be construed as endorsing or supporting a partisan cause. 

Other Resources

Perelman Quad Event Planning Guide

http://perelmanquad.com/assets/perelmanquad_guide.pdf 

Student Activities Manual

http://www.vpul.upenn.edu/osl/manual/index.html 

Use of Facilities

http://www.vpul.upenn.edu/osl/faciluse.html
Political Candidates
http://www.vpul.upenn.edu/osl/polcand.html 
Happy Planning and Good Luck!

