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CHAPTER 6: EVENT MANAGEMENT 
Event Planning, advertising, and tips 

 
EVENT PLANNING 
Cultural, educational, or social events need careful planning to be successful. Student 
Life and Leadership is available as a resource for your event planning needs and can 
assist you with cost estimates and proper budget preparation. We are also responsible 
for securing space on campus (classrooms, special events venues, outdoor locations, 
and Student Housing) for student organization meetings and event reservations. Once 
your event has been signed off by SLL, it will be considered an official university event 
and will be expected to adhere to university policies and procedures. 

 
Keep in mind that as the campus grows, space becomes a more and more contested 
commodity, don’t be surprised if your first choice of space, date, or time frame is 
unavailable; be proactive and think of multiple possibilities ahead of time to make the 
reservation process as quick as possible. Also, depending on the type of activity there 
may be multiple forms and signatures required for event approval and space reservation, 
this is not to discourage groups from hosting unique activities, but to ensure all parties 
are protected to the fullest extent by the university (i.e. university insurance coverage 
during travel, financial protection from outside organizations, etc.) 

RESERVING SPACE ON CAMPUS 
Student organizations are required to submit all space reservations through Community 
for activities and events held on campus. The information provided in the space request 
in Community is used to reserve space on campus, collect event and financial 
information, and to record information for yearly awards. 
Reserving space can take up to two weeks to complete. Space reservations received 
less than two weeks prior to an event will be scheduled based on space, time, and staff 
availability. Keep in mind that this may not be enough time to reserve the space you want 
because various outside organizations, departments, and student groups all use space 
on campus. It is important to remember that the more your organization can plan ahead, 
the easier it can be to find a space to fit your needs. The intention of this procedure is not 
to limit spontaneous meetings, but to best coordinate, maximize, and support space use 
on campus. Reservations for space are made through Community located at https://ipfw-
community.symplicity.com/and are on a first-come, first-served basis. Reservations made 
in person or on paper will not be accepted. 

For meetings that take place on a regular basis, please submit those reservations on a 
MONTHLY scheduled basis. There can be a lot of confusion when trying to schedule out 
6 months of events at a time. 

When it comes to reserving space on campus for organization needs, the only individuals 
that are allowed to reserve space in Community are the President, Vice President, 
Treasurer, Secretary, or Advisor. It is recommended that one officer be the designated 
submitter/contact person for all events in Community. 
 
Please make sure that only one submission per event is completed in Community. 
Multiple submissions for the same event can cause your event to be put on hold until it is 
determined which submission is correct has taken place. 
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There are three departments who schedule spaces on campus. Each department has 
their own restrictions and scheduling priorities as to how early space can be scheduled. 

 

Special Events scheduled spaces – 3 months in advance  
Housing scheduled spaces – 3 months in advance  
Registrar scheduled spaces – 3 months in advance 

 
Remember, all organization reservations start with Student Life and Leadership. The 
scheduling departments will not put anything into the system unless the reservation 
comes from the Student Life and Leadership Office. You will slow down the scheduling 
process by trying to go straight to the scheduling department. 

 

Events are allowed to take place from 7:00am until 11:00pm on a daily basis. These are 
the normal campus building hours. Should you want a reservation extending beyond 
those times, contact the Activities Coordinator. 

 

Special Events Room Reservations 
1. Check out the Walb Union Calendar online at www.pfw.edu/specialevents to 

check for room availability. (Failure to do this will likely result in unnecessary 
delays!) 

 
2. Student Organizations are not permitted to use the Walb Scheduling form on 

the Special Events website. Doing so will delay the reservation process 
because the Walb scheduler will refer you to the Student Life and Leadership 
Event Planning Form located within Community software. 

 
Walb Union Event Set-up 

1. Student organizations are REQUIRED to contact their Special Events 
Coordinator as soon as the event has been approved to arrange room set up. 
Failure to do so will result in a standard room set-up. 

 
2. If you decide to adjust the time frame of your reservation, you must let Student 

Life and Leadership and Special Events know immediately, as is affects 
staffing for set up and tear down of events. 

 

3. Stay within the confirmed time frame of each reservation; events that extend 
beyond the confirmed time frame are subject to fees. 

 

Housing Reservations 
1. Housing allows for reservations in Clubhouse classrooms 127 and 128. 
2. The classrooms have a maximum capacity of 25 when setup as a classroom. 

 
Classroom Reservations 
Student organizations may reserve classrooms for general meetings and events. 
Students must indicate specifically which room they are requesting on their Event 
Planning and Scheduling form. The Registrar’s office determines the availability of 
classrooms as academic use takes top priority in scheduling. 


