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	What you need to know about planning a Cultural Event for CRC

	Planning Stage

	Who needs to be involved?
	What needs to happen?
	When does it need to happen?
	How do I get facilities?

	Planning committee 
· event  chair(s), 
· interested faculty and staff, 
management liaison (ML) volunteer


	Committee needs to: 
· establish a planning timeline, 
· identify event dates, 
· identify event components, 
· form subcommittees to take responsibility for different components, 
· identify and reserve facilities,

· identify facilities related needs (chairs, etc.) 
· identify disciplines that could support and strengthen the event, 
· develop a budget, and 
· write and submit a request for funding  
	Budget requests are due 9 weeks in advance of the event so planning should begin 18 weeks prior to the event!  The planning group should meet every other week until the event components and subcommittees are identified.
	Facility availability and reservations will be handled through the Facilities and Operations Office.

	The Event Itself

	Who?
	What needs to happen?
	When does it need to happen?
	How does it happen?

	Planning committee, CASSL Administrative Assistant 
	Chair needs to provide the CASSL administrative assistant the:

· Vendor Packet and Requisition to pay each performer or speaker, 
· A copy of all fliers that will be distributed in support of the event, 
· Notify PIO and Cathy Deutscher about the event, 
· Information needed to prepare all requisitions for supplies, etc. 
Chair needs to:

· Obtain waivers for external participants as needed.

· Notify Police Services about the event with list of external participants.
· Give information needed to their administrative assistant to reserve rooms and prepare maintenance connection requests for services (setup, media services, etc.)


	· >2 weeks prior to the event
· >7 weeks prior to the event 
· >4 weeks prior to the event
· >4 weeks prior to the event
· >4 weeks prior to the event
· >3 weeks prior to the event
· >2 weeks prior to the event

	The event chair and/or designated committee member needs to forward the room request via email to the maintenance operation clerk.

Phone # for contact x7729. 


Section One – Getting Started 

The following is a guide to help your event be a success.  These may be simple steps, but it is easy to overlook one or two things along the planning path – and a small omission can have a profound impact!  

Where to begin:

1. Convene a steering committee and plan the structure, desired outcomes for the event at least 4 months prior to the event.  This means that for fall events, the steering committee should meet during the previous spring semester! 
2. The event coordinator and the management liaison are to work together to establish and maintain timelines to ensure that the all aspects of event planning and the submitting of paperwork are accomplished in a timely manner.  It is recommended that the event chair (EC) and the management liaison (ML) meet to review this manual and develop a timeline of key steps that need to be accomplished in support of the event. The ML and EC also need to work together to ensure these timelines are being met. 
3. Plan the general structure of the event and then assign components of the event to individuals/subcommittees to determine details, needs/estimated costs.  Components to be considered include but are not limited to: publicity, facilities-related issues, speakers/workshop facilitators, supplies, classroom activities/participants, organization/vendor participation, music/demonstrations/entertainment, student contests.  

4. Formulate and submit the proposal to the Administrative Assistant of CASSL at least two months prior to the event.  Note: exact details do not have to be provided in this application.  For example, if you have not yet identified the exact name of a presenter, but have some idea of possibilities and a payment value that would be necessary to obtain these services, you can just specify speaker and give the dollar amount you will offer to people as you contact them. A sample proposal is included on the web (see section 7).  The funding norms on the proposal guideline should assist you in formulating your proposal.  The planning guide on page 3 contains some suggested elements and timelines for this first phase of event planning.  A sample proposal is also available online (see section 7).
5. Steering committees should meet biweekly to assess progress and/or identify and resolve issues that arise.  Committees can work with the area administrative assistant to find possible meeting locations as needed.  The rooms can be reserved through the appropriate processes (Some rooms are scheduled through the area offices, and some are scheduled through Gina De la Torre at (ext. 7729).  More detail is provided in the facilities section of this manual) and the scheduling form and process is available online (see section 7). 
6. The online attachments for this manual contain examples, forms, or descriptions of processes that are needed for event implementation.  See section 7 for more information.
7. Vendor Packet and Requisition must be completed two weeks before the event.  See section 7 for forms.

Section Two – Facilities Related Issues

Once the structure of your event is planned, space needs to be identified and reserved using a facilities request form (which is available online via the link in Section 7).  In fact, the limited space availability on campus means that the availability of space should be checked early in the planning process. Facilities considerations and constraints should occur early in the process.  
Once space is identified, it needs to be reserved. You may also need to request help setting up the facilities, and it may be necessary to rent or purchase materials that are not already owned by the college. The following will assist you with these processes. In addition, it is important to communicate with anyone who might be affected by your space utilization as early as possible.   


Room usage/reservation process and contacts

If you are interested in using a classroom you need to work with the administrative assistant in the given area to identify available space. They have the ability to search for spaces with designated characteristics and designated times. They can also search for when a given facility is available to help with your planning efforts.  If you identify that a classroom is available, then a facility request form needs to be completed and submitted to Amber Larsen electronically.  A copy of this form is on the web (see section seven).

If a classroom that meets your needs is not available at the required time:

· think about teachers who may be dismissing classes in order to encourage/require students to attend the event you are planning.  
· you may also want to contact teachers to see if they would be willing and able to move their classes as needed to make the desired space available. This is not always possible, however!   Also, in some areas, the Dean wishes to be involved in these types of conversations, which means you may wish to contact them first to determine how they wish to proceed with this type of negotiation.  

If either of these types of agreements is made, please email Amber Larsen with a cc to the teacher so the change can be put on the calendar.  That will help staff members direct folks to your event if they are asked questions.  If this does not open up space for your event, consider changing your schedule as needed.   
If you are interested in using the Recital Hall, contact Bonnie Green at ext. 7170 or Colette Harris-Mathews, Dean at ext. 7171. Once they approve the usage, they will complete and submit the room reservation form and also get the usage on their master calendar.  Set-up information for the recital hall (including the foyer outside the recital hall) needs to be communicated using a request through Maintenance Connection, which needs to be completed by an administrative assistant, supervisor, or dean. If your event includes the use of a lap top or microphones, then a request needs to be filed with media services.  
If you are interested in using the VPA Quad, contact Bonnie Green at ext. 7170 or Colette Harris-Mathews at ext. 7171.  Also, if the activity is noisy, please work with Bonnie Green at ext. 7170 as there may be a need to move some of the classes that are adjacent to that facility.  
If you are interested in using any of the gymnasiums, contact Sue Corrigan (ext. 7261) to confirm availability and suitability, then email a completed room request form to contact Amber Larsen (ext. 7729) or via email larsena@crc.losrios.edu . 
If you are interested in using a conference room:

· in the SOC, contact ext. 7359 
· in Counseling, contact Eva Rhodes at ext. 7350 or email rhodese@crc.losrios.edu
· in the Administration building, contact Cathy Deutscher (ext. 7321) or email deutshc@crc.losrios.edu
· in CASSL, contact Frances Anderson at ext. 7303 or email andersF2@crc.losrios.edu
· in the Bookstore, contact Maria Hyde

If you are interested in using the Campus Fountain Area – contact Amber Larsen (ext. 7729) or via email at larsena@crc.losrios.edu Setting up spaces to meet your needs
Requests to set up spaces and/or hang banners, etc. are submitted by administrative assistants, supervisors and/or Deans through Maintenance Connection, This form must specify details about what is needed, the start time for the event, details about how to set up what is being required, and the end-time for the event.  In general, there may not be a sufficient number of custodial staff to do the bulk of the set-up, so plan accordingly (i.e. – they may deliver tables, but you may need to set up the tables). 
These on-line work orders should be submitted at least two weeks prior to the event

Note: 

There are about 40 tables and 200 chairs available on campus.  Tables and chairs can also be rented from Rent Rite (925-5866).

If you would like to use specialized equipment (such as a piano) then the appropriate Dean must be consulted and will need to submit the Maintenance Connection request.  
If the work to set up the event involves extensive tasks (such as constructing stages/dance floors, etc. for events), please check with the Director of Administrative Services prior to planning your event regarding the need for this type of equipment. 

Requesting AV equipment

Most AV equipment can be obtained by making a request at: http://crc.losrios.edu/facstaff/media
They have standing, wireless and table microphones, computers, projectors, CD players, overhead projectors, a sound system, televisions, etc. You can also call media services at 7371.
Section Three – Personnel

Employee participation

Employees who are participating in a way that is not connected with their roles and responsibilities on campus can be hired and given a stipend by means of completing an ESA.  A sample ESA is online: http://www.losrios.edu/hr/ESA%20Page/ESAs_Sep2010/EnterPage.html
 (see section 7).  Once you have signed the ESA it needs to be submitted to Heather Tilson for assignment of a budget code and processing.. 
Non-Employee participation

Volunteer
If members of the community are volunteering their services they need to complete a volunteer form (forms are to remain with the committee while volunteers are participating during the event.).  A sample volunteer form is online (see section 7).
If non-profit outside agencies are participating by having booths, etc, they also need to complete a Volunteer form. These forms can be signed when they arrive on campus if necessary. A sample volunteer form is online (see section 7).
A list of who is coming and when needs to be given to police services prior to the event.  This can be done by emailing crc_police@crc.losrios.edu (note – an underscore must be included between crc and police) or by sending the list via intercampus mail.
Paid 

Vendors: If a vendor wishes to sell/promote their products/services on campus, they must obtain a vendor permit.  If a manager intends to hire a vendor for any purpose, all paperwork must be completed and approved prior to any commitments or services being rendered (please refer to purchasing manual for these requirements). For more information contact Frances Anderson (ext. 7303) or at AndersF2@crc.losrios.edu   More information is online (see section 7).
Presenters: If members of the community are being paid to participate, a vendor packet needs to be completed.  Instructions for this process is online.  This form needs to be sent to the appropriate party and returned to you at least six weeks before the event.  Frances Anderson is available to answer questions for this task.  She will highlight the specific areas that need to be completed/signed and returned.  As a note, an affirmation of insurance coverage, or certificate of insurance is required for all vendors except speakers. A sample form to submit to the vendor is shown in the sample forms in section 7. Once the signed vendor packet is returned, it needs to be attached to a completed CRC campus based requisition and submitted to Frances Anderson who will assign the proper budget code and forward it to the business office.  After the service is completed, Frances will forward an invoice with a copy of the requisition to the Business Office for processing.  
Section Four – Spending Money

Supplies/Equipment can be purchased using 3 methods.  Try to allow at least two weeks for all methods (except Reimbursement). It is important to note that the funding source for cultural events means that campus based requisitions must be used, and that some of the purchasing processes and forms that apply to general fund accounts are not used for these specialized funds. The CC&E should be able to answer questions and provide the necessary guidance for all paperwork related to cultural events. All forms for expenditures need to route through Frances Anderson, who will present your request to the CC&E Committee.
CRC Requisition 
· This method is preferred for all expenditures.

· Confirm that vendor will accept a PO

· Submit the requisition (if the timeline is short ask that a confirming PO be given as soon as possible) for signature and the assignment of a budget code
· You will receive two copies of the PO from the business office. When the item is received, return a copy of the signed golden rod form to the Business Office
· If what is being purchased is a service see the section on ESAs. 
Instant cash check

· Use Instant Cash Check Request form.
· Complete and send to Frances Anderson for Dean of Institutional Effectiveness and signature and assignment of budget code.   

· Purchase for under $250. 

· Receipt needs to be attached to the Instant check paperwork and returned to the Business office 

Reimbursement

· Use a CRC requisition

· Attach original receipts showing the items that have been purchased

· Complete and send to Frances Anderson for Dean of Institutional Effectiveness signature and assignment of budget code. Should only be used for vendors who do not accept purchase orders
· Should  be for small amounts only

Sample forms are online (see section 7).

Section Five - Publicity 
Notify Kristie West via email at westk@crc.losrios.edu to have your event included in the This Week at CRC, posted on the web site, and/or included on the marquees and rolling signs in the cafeteria and library.  She may also be able to get an article in the Elk Grove Citizen if the event is newsworthy and you inform her early enough. Information sent to Kristie should include brief descriptions, times, days, and locations of the activities that are part of the event. 
Posters/Flyers – the Graphic Designers are available to assist with creating a poster.  Requests need to be submitted well in advance of the event: https://www.crc.losrios.edu/facstaff/graphicdesign/request
There are requirements for what needs to be included on the flyer. In particular, the flyer must include the CRC logo and the LRCCD logo. More information about flyers and brochures is online (see section 7). 

Duplicating can make 11 x 17 posters in color (although this needs to be planned for in the budget!)  Frances Anderson needs to approve and provide the budget code for this, which means the duplicating request needs to copy her on the request.  

Emails – Email advertisements can be sent using CRC-Everybody on Exchange address.

Posting materials on campus  
Flyers can only be posted on bulletin boards, on brick or on glass windows – and you need to take responsibility for removing them after the event.  DO NOT POST ON PAINTED SURFACES, LIGHTPOLES, GLASS DOORS OR THE PILLARS in the CVPA area. More information about posting flyers is online (see section 7).  Note: special blue tape (not masking tape) must be used to post flyers.
Timelines:

Check with Kristie to determine their timeline for publicity.

Allow at least one week for duplicating to complete posters.

Section Six - Tip Sheet

General

· Events that are centralized and concentrated in the quad area or cafeteria really help create community….that doesn’t happen when they are scheduled in the recital hall or classrooms.

Organizational 

· We have an electronic and paper file of previous year’s events and contacts – these are available as needed to assist you.  
Planning Team

· Identifying and assigning planning tasks to committee members has worked very well for some groups.
· The planning team is critically important - team members must be interested in the event and must be willing to take on various tasks as they arise (i.e. develop brochure, find a speaker, find exhibitors, write up the budget, etc.)

· Last year the event planning worked well because there were co-chairs and the previous chair served as an assistant. This provided continuity and experience, but allowed for new vision and new activities and new energy. 

· It is important to involve people who have a commitment and a vision for individual components of the entire program as this helps divide the labor.
· Chairs should have served on other event committees prior to serving as chairs – this really helps with the training and preparation. 

· Someone on the committee who is willing to step in as needed when things fall apart is beneficial to success.

· Valuable to have co-chairs (and don’t have to be faculty) who share all of the responsibilities

Attendance

· It is good to involve off-campus people who have a broader appeal to the campus and the students and the community

· Getting a disciplinary connection and being inclusive to draw in people who are outside the cultural frame of reference works well 
· Connecting with faculty and having them commit to bringing their classes has been effective.  Scheduling events to coincide with classes is ideal.
· Cross-discipline efforts that support cultural events are most effective
· When teachers required students to get their passports stamped at the booths there was more participation and interaction at the tables/booths.

Section 7 – Forms and Process Documents

	Form
	Web Address

	Sample Proposal
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	Facility Request Form (to reserve rooms)
	
[image: image2.emf]Campus_Facilities_Sc heduling_form.doc




	Maintenance Connection Web Site (to have spaces set up with tables, etc.)
	Contact your administrative assistant or Frances Anderson, Supervisor, and/or Dean to complete request.  


	Employee Service Agreement Example (to pay employees for service)
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms


	Volunteer Form (to be completed by persons from the community who are donating their time)
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	Vendor Information (to be completed by persons who might be selling things at the event).
	Open web page; select Faculty and Staff; select Shared Governance Committees; select CC and E; select CC&E Events: Activities and Initiative Resources 

Select Sample Forms
Original Vendor Packets are available from Frances Anderson (x7303) or andersF2@crc.losrios.edu
Highlighted Vendor Packets are available online on Sample Forms .

	Service Agreement and Sample Invoice (to pay non-employees for service)
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	Purchasing forms (so you know what information is required for these)
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	Graphic Designer Request 
	https://www.crc.losrios.edu/facstaff/graphicdesign/request


	Posting Guidelines
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	Flyer and Brochure Guidelines
	Open web page; select Faculty and Staff; select Participatory Governance Committees; select CC and E; select CC&E Events, Activities and Initiative Resources: 

Select Sample Forms



	VENDOR PACKET Highlighted
	..\VENDOR LIST_PACKET\VENDOR PACKET Highlighted.pdf
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Cosumnes River College - Standard Operating Procedure

Scheduling Campus Facilities (revised 12/2/2015)

Objective:  Provide an effective and efficient process for scheduling rooms, maximizing space utilization (i.e., match class size with room capacity) and eliminating room conflicts.  Requests are considered in the order received but may be changed in order to maximize utilization or accommodate higher priority activities (e.g., changing an event’s date/time/location to accommodate a regularly scheduled class.

1. Instructional Facilities (IFs) are those used primarily for instruction.  Through the 2nd week of classes, IFs are scheduled for use through the appropriate dean’s office (i.e., science classrooms are scheduled through science dean).  If IFs are scheduled for non-instructional use during this time, the use must be confirmed via e-mail to the requestor with a cc to Gina de la Torre, who records the use on the Facilities Master Calendar.  

2. Non-Instructional Facilities (NIFs) are those used primarily for non-instructional purposes such as the Garden Room (M-F 7am – 12pm, all day Friday’s), Orchard Room and Winn Center Community Room. Except for the rooms in #4 below, NIFs are always scheduled by Gina de la Torre by completing a Facility Request Form (see below).  The use of this form is required to ensure accuracy and efficiency and prevent room conflicts.  Requests may be submitted for use of NIFs at any time; however, if NIFs are unavailable, the request can not be filled until after the 2nd week of class.

3. To expedite the processing of your request, find available rooms for the date/time needed before completing the Facility Request Form by following the steps below in PeopleSoft Student Administration and checking the Facilities Master Calendar, which should contain all facility use not recorded in PeopleSoft.

· Navigate to Manage Student Records > Establish Courses > Inquire > Search for a Facility

· Input or Select CRC as the College and click on Search


· Input the Start/End Dates, Start/End Times and Day(s) of the week for the class/event then click on Fetch Facilities.  To limit the search, you can add additional criteria for building, room capacity or facility type (e.g., lecture).


· Select the room(s) preferred from the results of the inquiry

After checking the Facilities Master Calendar, list 2-3 available rooms in preference order on the Facility Request Form.

4. The following facilities, with maximum capacity, are scheduled by directly contacting the individual(s) indicated below: 


· President’s Conf. Rm. College Center (15) or President’s Conf. Rm Winn Center 2nd Fl. (10) – Cathy Deutscher

· Counseling Conference Room (15) – Salena Martinez

· Southeast Office Complex Conference Room (16) – 1st call Claudia Leal, 2nd call Jennifer Panag

· Bookstore Conference Room (16) or OPS Conference Room (8) – Gina de la Torre

· CASSL (12) – Frances Anderson

· Winn Center 1st Floor Conference Room (10) –Lynn Hurtado

· Recital Hall (299) & River Stage Theatre (140) – Bonnie Green (Once approved/scheduled), Bonnie will forward request form to Gina de la Torre to include in the Facilities Master Calendar.


5. To schedule through administrative services, please keep the following in mind:

· To allow time to process the request and include on the weekly Facilities Use Calendar and allow some flexibility in accommodating requests, e-mail requests at least 10 days in advance with 2-3 available rooms (see #3 above) listed by order of preference whenever possible.

· Requests should only be made once the dates and times are determined for a semester.  Changes will only be made to improve utilization, accommodate a higher priority use or under exceptional circumstances.

· Only requests e-mailed on the required form will be considered.

· If media equipment is needed, contact media services at 7371.

· If special set-ups are required, submit a work order to the custodial dept at least 5 days prior to the event.

· If the event is cancelled, please notify Gina de la Torre as soon as possible.

· Confirmations of facility reservations will be e-mailed to sender.

FACILITY REQUEST FORM (to be completed by Requestor)

Requestor Name:


Requestor Phone no:


Date of Event:    

Time Period:


Name of Event: 

Room(s) Preferred:


Number of Attendees: 

FACILITIES REQUEST CONFIRMATION (to be completed by Administrative Services)


Request Approved: 


Room(s) Assigned: 

Comments: 


