QUICK-GLANCE INSTRUCTIONS

SCHOOL/DEPT./CENTER EVENTS

Getting Started
[image: image1.wmf]MANUAL: Consult the Special Events Manual for all questions regarding events.  

[image: image2.wmf]EVENT CLASSIFICATION: If you are working with an outside group to hold their event on our campus, the event is classified as a Regent Hosted Outside Group event; see that Quick-Glance here. If your event is a Regent event, follow the instructions in this document.
[image: image3.wmf]APPROVAL: Complete Special Event Approval Form (SEAF) for any event involving the public. Submit to Academic Affairs to receive approval for event. All guest speaker names must be included on the SEAF for internal approval before an invitation is sent. 
[image: image4.wmf]APPROVAL CONFIRMATION: Receive approval email; work with Office of Events and Marketing if they have indicated they will be assisting.  

[image: image5.wmf]COORDINATOR: Assign an events coordinator from your school, department, or center to coordinate the event.  

[image: image6.wmf]REQUEST SPACE(S): Submit request on Ad Astra scheduling platform. For rooms/areas in Housing, use Commons form.   
Food and Entertainment
[image: image7.wmf]CATERING: You must adhere to the catering policy; the Ordinary has first right of refusal for all catering on campus. Submit the Catering Request Form to contract with Ordinary/Founders for on-campus events; including after-hours and weekend events. If working with an outside group that is paying for the food for your event, the catering policy still applies. If your request is declined, you must request three quotes from similar outside caterers and send to Purchasing for approval and signature. All catering is tax-exempt; with the Ordinary you save both the city and Virginia state taxes; with other caterers you save only the Virginia state tax. Other caterers will need the Regent tax-exempt form in order to remove the tax.

[image: image8.wmf]FOOD: Covered trashcans in lobby areas must be requested via the Set Up Form; event coordinator must remove trash and clean room after the event. 
Self-serve trashcans are available in each building for other areas, food in classroom, etc. See list here.
 [image: image9.wmf]OUTDOOR EVENTS: For outdoor events, refer to the Special Events Manual for instructions. At least 30 days in advance, submit application to City of VA Beach for outdoor permits if necessary. Remember to make a rain plan.  
[image: image10.wmf]PLAN ENTERTAINMENT: Submit all contracts to Purchasing for signature; Purchasing will sign and forward to Accounts 
Payable for processing of deposits. Submit separate check 
requests/ honorarium requests to Accounts Payable as they relate to entertainment/speaker/moderator.  
[image: image11.wmf]IMPORTANT: If any vendor is expecting payment of an agreed       dollar amount, do not use a check request. The Independent Contractor form through Human Resources is required (on MyRegent portal). 
[image: image12.wmf]INSURANCE: Work with Purchasing for certificates of insurance (COI) required for caterer or entertainment vendors. If no valid COI is on file for catering, here is the letter of request to email to business manager.
Purchasing Supplies

[image: image13.wmf]PURCHASING REQUISITION: Use Purchase Requisition to purchase any goods or services costing more than $1,500 that are not on a contract.  
[image: image14.wmf]TAX-EXEMPT: Use Tax-exempt letter when shopping for any supplies or groceries for the event. 
[image: image15.wmf]WHOLESALE CLUB CARD: Reserve and check out the Costco card from Purchasing, if needed.
Set Up & Media Services

 [image: image16.wmf]FACILITIES SET-UP: Submit Set-Up Form 30 days in advance for tables/chairs; a diagram of your desired table layout must be submitted with Event Name, Event Date, and Special Event Room Name at the top. A $100 fee will apply to those Set-Up Forms received less than 30 days prior to event date. Set up changes may not be accepted 48 hours prior to event. NOTE IF USING ORDINARY CATERING: check with Ordinary to confirm number of food and drink tables required, before submitting Set-Up Form.
[image: image17.wmf]EQUIPMENT REQUEST: Submit Equipment Request Form/Event Request Form 30 days in advance for Media Services equipment or support. Late and cancellation fees apply. No media support available during university chapel on Wednesdays from 11:30am-1:30pm.
Advertising and PR
[image: image18.wmf]UNIVERSITY MARKETING: Decide on marketing of the event (Allstaffs, press releases, posters, invitations, banners, flyers, programs, nametags, favors, gifts, books, photographers, etc.). This includes social media videos representing the university! Use Marketing's Job Request Form if utilizing their services.  
[image: image19.wmf]UNIVERSITY-WIDE EMAILS: Send Allstaff/Allstudent request to announce your upcoming event to faculty/staff and students. You must be pre-authorized to send messages from your department.
[image: image20.wmf]EVENT SIGNAGE: Regent Marketing produces A-Frame signage. Use the Marketing Job Request Form; allow 2-3 weeks for sign completion. Submit A-Frame Request Form to reserve the appropriate number of FRAMES for dates needed.
Email your request to create 8.5 x 11 signs for interior building signage to Copy Services using approved Regent sign template.  
[image: image21.wmf]PR NOTIFICATION: Contact Public Relations for media 
coverage and/or advertising.  

Parking

[image: image22.wmf]PARKING: Request Special Guest/Event parking by completing the appropriate form with Regent Parking Services. Remember to reserve spots for caterers, if needed.  

[image: image23.wmf]CAMPUS MAP: Email campus map to all guests; instruct them to enter through the Centerville entrance and park in Parking Lot L, which is approved visitor parking. 

 Miscellaneous
[image: image24.wmf]CAMPUS POLICE: Campus Police requires the Request for Police Service Form so they are knowledgeable about every event on campus. Phone 911 for any medical or security emergencies during the event. Call Police Dispatch for non-emergencies at 757.226.2075.
[image: image25.wmf]SPEAKER ARRANGEMENTS: Make speaker/guest arrangements (hotel/travel/airport transportation). More information can be found here under the “Regent Guest Lodging” tab.
[image: image26.wmf]SUBMIT AGENDA: Complete event itinerary/schedule and send to Welcome Center and Administrative Services/Scheduling, 3 days before your event.
[image: image27.wmf]SHUTTLE SERVICE: Plan for shuttles/buses, etc. if necessary; submit Shuttle Request Form on this page to contract with university shuttle services.  

[image: image28.wmf]TEMPERATURE ADJUSTMENTS: Submit Facility Services Work Order for “HVAC” temperature needs. This should be done in advance of the event to let them know you have an upcoming event and to request a certain temperature. The buildings usually take several hours to change temperature. For temperature change after hours call dispatch at 757.226.2075. 
[image: image29.wmf]CATERING NUMBERS: Give final numbers to caterer by established deadline (typically 7-10 days in advance). 
[image: image30.wmf]KEYS: Check out event keys for rooms/kitchens/atrium lighting/guard shacks from Administrative Services, ADM 116.  

[image: image31.wmf]FINISHING TOUCHES: Decorate event area/complete the set-up.  
[image: image32.wmf]POST-EVENT: After event, clean-up/take out trash. Leave all tables, chairs, and linens as set up, unless you have been given alternate instructions from Administrative Services. Tables used for outdoor events must be secured indoors by Regent Housekeeping. Special Project Time Sheet may be required for housekeeping/maintenance. 
[image: image33.wmf]KEY RETURN: Return all keys to Administrative Services, ADM 116, except for Student Housing keys which go to the Housing office.
[image: image34.wmf]FINAL BILLS: Submit expense reports to Accounts Payable; reconcile bills for payment. 
[image: image35.wmf]FINAL CHARGES: Charges for items the Regent department is 
paying, such as set-up items, media equipment and support, 
and catering, will be charged to your cost center via inter-departmental charge. 

[image: image36.wmf]RECORD EVENT DETAILS: Keep copies of all event forms and details in a binder for reference as event may occur again in the future. 
ADDITIONAL DETAILS TO PLAN FOR

You may have these and other details to add to your checklist. 

[image: image37.wmf] DÉCOR ______________________________________________

[image: image38.wmf] CENTERPIECES _________________________________________

[image: image39.wmf] PRINTED PROGRAMS __________________________________​​​​​__

[image: image40.wmf] NAME TAGS ___________________________________________

ADD YOUR CUSTOMIZED NEEDS BELOW
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