Presentation Notes
Slide 1: The Price is Always Right 
Presented by: Dustin Dye & Kat Clark University of Nebraska at Kearney 
Slide 2: What is the importance of Programming/Event Planning?
Audience Response
	The 3 E’s
		Engage, Educate, Empower
	During this hard economic time can large event/program planning really be free?
Pinky & The Brain Clip – Audience Familiarity (Taking over the world/Taking over Your University in regards to programming, empowering you!) Some Universities have funding/others do not Today the…. Tomorrow the world!
Slide 3:
Kat – The 5 Essential Steps to successful programming  
· Assessment – Determine the interest/needs of the students.  (Qualtrex, Survey Monkey, Interest Inventories)
· http://www.union.k12.sc.us/ems/Teachers-Forms--Student%20Interest%20Survey.htm
· http://seb.washcoll.edu/studentinterestsurvey.php 
· Initial Planning – Address the 5 W’s (Who, When, Why, Where, What) 
· Who – Is facilitating, involved/possible networking
· When – Is the program/event
· Why – Purpose of program
· Where – location of program/event
· What – What will the students be doing/ is it interactive 
· Planning for Details – 
· Discussion of Leadership and delegation of tasks
· Community/Campus Connections – Food Services, Donations, Room Reservations, Campus Police
· Look for any red flags/have a backup plan
· Advertising
· Effective vs Ineffective
· Free Advertising Venues 
· Social Mediums (Millennial Students use of technology and electronics: radio, T.V., Computer) http://goanimate.com/ 
· Showtime 
· Last Minute Details (Presenter Etiquette, Thank You Cards)
· Evaluate 
· Don’t Judge Attendance
· More Important Participation, Was it worth students time to attend?  Were needs addressed?  
· Possible survey options for evaluating
Dustin - Tips
· Commitment to your idea
· Passing the Buck (Letting other students have leadership opportunities)
· Delegating Tasks (Make sure everyone has an opportunity and their strengths are being used)
· Big ideas first, little details later 
Slide 4: Resources on Campus A.) Advertising, Marketing Equipment
· Advertising
· Where are you going to be advertising?
· What is the best way?
· Advertising for what?
· Marketing
· Who is the event or program for?
· Equipment
· What do you need?
· Who has it?
· How do you get it?
Slide 5: Resources on Campus B.) Room Reservations and Requesting funds from Organizations
· Room Reservations
· Call Ahead of time
· 3-4 weeks 
· Tell them about the event and your organization
· Ask what they can do for you? (vice versa)
· Requesting Funds
· Always make sure what the guidelines are, every organization is different.
· As for documents needed to complete 

Slide 6: Resources on Campus C.) On Campus Professional Development Funds & Red Flags
· On Campus Professional Development Funds
· Sponsors at your school
· Pepsi
· Application Requirements
· Proposal/Grant 
· Red Flags 
· Liability
· Policies
· Contracts 
Slide 7: Resources in One Another
· 	Take 2-3 minutes to have audience share their special talents, network
Slide 8: Now the Part you’ve all been waiting for… Here’s how to make it free!
Why would we get donations from the community?
What donations are appropriate to ask for?
Slide 9: Asking for Donations
Here’s How
1. Tell a Story
2. Break the Rules of Grammar
3. Provide and Easy Way to Respond
4. Give Suggestion
5. Follow Up 

Slide 10: Example of a Donation Letter
	Highlight Breaking the rules of grammar, giving back to the donator, design/template
Slide 11: Accepting Donations with Style 
P.I.F.F.
· Phone Etiquette (Be careful of your personal voicemail)
· Introductions 
· Formalities (Letter explaining program, I.D) 
· Follow Up (Personal thank you, card/call)
Slide 12: Business’s we know Donate
Slide 13: Resources we know Donate
http://www.emergingleader.com/aboutus.shtml 
http://www.leader-values.com/default.asp 
http://www.asgaonline.com/ME2/Audiences/dirsect.asp?sid=7F31AE8077DB44A5A60AF114B68E9153&nm=Home&AudID=B7353D3A67F945B58C57DBC83B9C459E 
http://wellness.ucsd.edu/survey/ 
http://www.residentassistant.com/one/index.php 
Slide 14: Now It’s Your Turn
Slide 15: Contact Information
Slide 16: Lord of the Rings
· LORD of the rings reference.  Keeping our ideas secret minimizes their opportunity to be successful.  

