STUDENT EVENTS CHECKLIST
1. Determine the purpose of your event/potential guests
2. Consider possible co-sponsors
3. Determine a budget for your event.  Consider among others costs associated with travel, speaker honorariums, food, drinks, publicity, parking, table decorations, postage, invitations, speaker gifts, and media needed at the event.  See Maggie Wilder at wilder
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4. Determine whether there will be a charge for the event and, if so, what the charge will be.  Maggie Wilder and your faculty advisor can help you set an appropriate charge for your event
5. Investigate possible dates on the Google calendar
6. Reserve the date with Dean Kacer  kacer
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7. Finalize date with your speaker (if applicable); if your speaker is traveling or requires an honorarium, contact Maggie Wilder right away.  Do not make any traveling arrangements or commit to paying a speaker without first speaking to Maggie
8. If your event is on campus, reserve a location with Miguel Viveros either in person (room 309) or via email viveros
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HYPERLINK "mailto:viveros@chapman.edu"edu.  At least 72 hours notice is required to obtain a location.  The amount of notice required is significantly greater if you want to use a venue on main campus or one of the larger rooms at the law school.  We reserve the right to deny requests that are made without proper documentation and/or notice.  For off campus events, do not enter into any contracts without first contacting Maggie Wilder. On average, it takes one month to get a contract signed so allow lots of lead time.
9. For on campus events, complete a facilities form and return to Miguel if any media equipment, tables, chairs, stages, trash cans, etc. are needed.  Order a trash can if you are serving food.  This form must be submitted at least 72 hours in advance of your event.  We reserve the right to deny requests that are made without proper documentation and/or notice.  
10. Appoint, establish and organize a committee and determine by appointment or volunteering who will be responsible for each aspect of the event
11. Advertise your event/invite guests
a. Determine your target audience
b. Mail invitations (if appropriate) 4 to 5 weeks in advance of event.  Make sure to allow for sufficient time for printing of the invitations so that they go out on time
c. Email fellow students from your group’s TWEN page
d. 8 ½ x 11” flyers
i. Limited to 10 per event to allow room for advertising by other groups
ii. Must be approved and stamped (Dean Kacer/Barbara Babcock  bbabcock
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iii. Post on classroom door slides, designated bulletin boards in the student lounge & on the first and third floors, the student mailroom tack strips, and the student locker rooms (no doors, windows, refrigerators, vending machines, elevators); tape may be used in locker room only
e. Large posters for lobby display
i. Design your flyer and save as a pdf in the standard size of 8 ½ x 11
ii. Email the pdf flyer to Barbara Babcock at least 3 business days in advance of your event
f. LCD monitor in the Law School Lobby
i. Complete the template located online at http
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ii. Email the completed template to dfinley
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g. The WRIT
i. Submissions run for no more than two weeks—the week before the event and the week of the event
ii. Submissions are due by 12 noon on the Friday before the submission is to be published
iii. Email your submission to thewrit
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iv. Keep your submissions short.  Attachments are permitted
v. Submissions should be in the following format:
1. Heading—Title case, bold and underlined, 12 point black Arial font
2. Text—Sentence case, 10 point black Arial font except dates, times and rooms which should be in red.
3. Use p.m., not PM or pm.  Use 12 Noon, not noon or 12:00 p.m.  Use 10:00, not 10.  Use Room, not RM or Rm.
h. If appropriate, notify Dave Finley of your event for inclusion on the law school website, special mailings and/or possible press release as well as the potential need for a photographer for your event.  Allow at least 30 days notice.  dfinley
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i. Invite your faculty advisor(s)
j. Invite other faculty, administrators, and staff
k. Ask faculty to announce your event in appropriate classes (when a speaker is involved)
l. If you are having a speaker or panel, consider whether it would be appropriate to open the event to alumni.  If you would like to invite alumni to the event, notify Dean Kacer so that the event can be placed on the Alumni Calendar and the alumni can be invited.
12. If persons from outside the law school are welcome at your event (alumni, other attorneys, etc.), consider whether the event is appropriate for continuing education credit (MCLE).  To obtain MCLE credit for your event, see Professor George Willis in the Tax Clinic Office or email him at gwillis
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13. If on campus and alcohol will be served, obtain permit form from Barbara Babcock and obtain necessary signatures.  Note that if Sodexo is your caterer, they will chill wine/beer the day of the event if you let them know in advance
14. Order your food and drinks.  Please follow the guidelines and use Sodexo as required (see Barbara Babcock or Dean Kacer if you need help in ordering from Sodexo)
15. Prepare program for your event if appropriate (allow sufficient time for printing—usually 2 weeks)
16. See Dean Kacer for a gift for your speaker (allow at least 3 days notice).  Allow 3 weeks if gift needs to be ordered or engraved
17. If you require flowers or table centerpieces for your event, order at least 2 weeks in advance
18. If you need parking permits for attendees and/or speakers, see Miguel Viveros
19. If persons outside the law school community are attending, consider name tags for those attending
20. If persons outside the law school community are attending, consider posting directional signs leading to and from the parking structure (see Miguel Viveros); also consider using student volunteers to direct attendees to the event
21. If persons outside the law school community are attending, have a check-in desk and sign in sheet 
22. When your event is over:
a. Promptly remove all advertising materials
b. Clean up the room you used and remove food trash
c. Promptly submit receipts for reimbursement in accordance with SBA/University policies.  On average, it takes at least 2 weeks to get check prepared
d. Keep all records of your event for future reference
e. Hold a debriefing meeting to determine how you can improve on similar events in the future
