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[bookmark: _Toc1851914514][bookmark: _Toc371916916][bookmark: _Toc1348974725]Key Event Details

Date: XX/XX/XX
Time: [Start & End Time]
Location: [Venue or Virtual Platform]
Speakers: [Names]
Event Lead: [Name]
Registration Link: [Link]




[bookmark: _Toc1005728797][bookmark: _Toc2108722151][bookmark: _Toc1654911576]Pre-Event 

[bookmark: _Toc1409945985][bookmark: _Toc1979263905]Purpose and Primary Objectives

What is the main goal of your event? What do you hope to accomplish by hosting this event?
Ex: Pillar II, Goal 2: 
Ex: Pillar III, Goal 3:

[bookmark: _Toc38226432][bookmark: _Toc780756509]Measurable Goals
How are you going to measure your goal? Examples:
1. Attract an audience of xx% students, xx% faculty, xx% staff, and xx% community members
2. Record an average satisfaction score between 8-10 on a 1-10 scale 
3. xx% of post-event respondents indicate that the event met their expectations 
4. xx% of post event respondents indicate that they would attend a similar event in the future

Draw of Event and Guest Info

Highlight why this event matters (speaker expertise, unique theme, networking opportunities, community impact, etc.). Ensure that these draws are things that your speakers are all comfortable discussing in this setting. 


[bookmark: _Toc1482914225][bookmark: _Toc1939379039]Incentives (Swag)

List any swag, giveaways, food/drink, certificates, or networking opportunities.


[bookmark: _Toc1474182858][bookmark: _Toc1855626086][bookmark: _Toc1205019204]Event Day Information

[bookmark: _Toc2036805859][bookmark: _Toc385849715]Programming Outline

Insert a general outline of how you expect your event to run:
[Time]: Welcome / Introduction
[Time]: Reception
[Time]: Main Program (Presentation, Discussion, Performance, etc.)
[Time]: Audience Q&A
[Time]: Networking / Closing Remarks


[bookmark: _Toc1129947596][bookmark: _Toc1230367712]Program Themes and Messages

[Key Topics, Talking Points, or Themes]



[bookmark: _Toc889192153][bookmark: _Toc1883470397][bookmark: _Toc425610539]Marketing and Promotions

[bookmark: _Toc215029255][bookmark: _Toc7351874]Audiences
Internal:  
· Ex. Students
External:  

· Ex. Parents of MSU Denver Students


[bookmark: _Toc1445304773][bookmark: _Toc1588561389]Communications Timeline (add additional key communications dates as needed)
[Date]: Communications Kick-off Meeting
[Date]: Save-the-Date Announcement
[Date]: Flyers/ Posters Distributed
[Date]: Social Media Promo
[Date]: First Reminder Email
[Date]: Final Reminder Email
[Date]: Event Day Coverage (social media, photographer, livestream, etc.)
[Date]: Post-Event Thank You & Survey


[bookmark: _Toc1526611603][bookmark: _Toc809790301][bookmark: _Toc1564598263]Key Roles and Responsibilities

List everyone’s roles, responsibilities, and when they are due. There are a few examples listed below, add others as needed. 
Ex:
	Communications
	Due
	Assigned to
	Progress Update

	 Confirm purpose and programming
	TBD
	
	

	Review and approve communications plan
	TBD
	
	

	
	
	
	



	Marketing
	Due 
	Assigned to
	Progress Update

	Set up the registration page and update corresponding webpage
	TBD
	
	

	Confirm invitation lists
	TBD
	
	

	
	
	
	




