
4-6 Months Prior to  Event  

 Start planning event as soon as possible (Dalhousie’s best practice is 2 months prior)  

 Select a date (be sure to check with the Alumni Engagement team first to ensure there are no 
scheduling conflicts)  

 Identify venue and negotiate details  

 Determine cost recovery model and sponsorship needs 

 Submit event details to Alumni Engagement team 

2 Months Prior to  Event  

 Determine ticket price if applicable  

 Determine need for any special permits, licences, insurance, etc.  

 Develop draft program  

 Create a Facebook event page  

 Promote the event via social media – ensure all of the Chapter volunteers are helping to 
create buzz in the months and weeks leading to the event   

1 Month Prior to Event  

 Follow up with potential sponsors to confirm  

 Request logos from corporate sponsors for online and printed materials when applicable 

1 Week Prior to Event  

 The Chapter executive should meet to confirm all details and ensure back-up plans are 
developed for any situation (e.g. back-up volunteers as greeters, volunteers for registration 
and set-up, etc.)  

 The Alumni Engagement team will liaise with the venue and event lead to confirm registration 
numbers 

 Ensure Attend (online check-in app) is installed and working on volunteers’ phones  

 Confirm all volunteers who are attending and ensure they know their roles 

3 Days Prior to Event  

 Print the final RSVP list from the Alumni Engagement team  

 Ensure all promo and prizes the Alumni Engagement team has provided are ready for the 
event  

Event Day  

 Ensure all volunteers who are in charge of set-up and greeting arrive in a timely manner 

 Welcome guests 

 Track attendance on Attend (or hard copy if necessary)  

 Collect business cards for door-prize draw 

 Take the ballot box from the venue (end of the event)  

 Take extra promo materials and Chapter banner from the venue  

Immediately following the event  

 Send business cards and hard-copy attendance list to the Alumni Engagement team using the 
pre-stamped envelope that was provided  

 The Alumni Engagement team will send a thank-you email to all participants on behalf of the 
Chapter  

 The Alumni Engagement team will send invoice to sponsors, if necessary  

 Share event photos with the Alumni Engagement team and on social media  

 Complete post-event analysis form   

 Identify volunteers to the Alumni Engagement team  

 


