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The information provided in this manual is intended to offer helpful hints on successful programming and to familiarize you with the various 

procedures and forms that you must use to conduct club business at Lafayette.  In addition, there is information on the various offices on 

campus that can assist you in your endeavors.  

Utilizing this information will make your job easier and help insure that your events run smoothly.  If at any time you have questions 

concerning these materials, or need assistance planning an event, please stop by the Student Life Programs Office at 115 Farinon College 

Center.  We’ll be glad to help!  

Assistance is provided for the following:  Event Planning, Contract Negotiation and Preparation, Purchase Orders, Payment of Invoices, 

Locating Entertainers & Speakers, Work Orders, Copying & Poster Making, Club Budget Information, Travel Policies and Arrangements, 

Catering, Scheduling, Video Licensing, and limited Production Assistance (sound, lights and technology).   

OFFICE OF STUDENT LIFE PROGRAMS 

115 FARINON CENTER 

610-330-5337  

Pam Brewer 

Associate Dean of Students; Director of Student Life Programs 

brewerp@lafayette.edu  

Lauren Ibbotson 

Assistant Director of Student Life Programs 

ibbotsol@lafayette.edu  

Kelly Deemer 

Office Assistant 

deemerk@lafayette.edu 
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The Five W’s of 
Successful Programming 
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Being a successful program planner can be easy if you keep in mind the following tips:  

1. Think about for WHOM

 

you are planning your program...  

Will it be open only to members of your organization/group?  

Is there a certain population of students that you hope to attract?  

Do you also hope to attract faculty, staff, and/or community members?  

2. Think specifically about WHAT

 

program idea you will pursue...  

LISTEN:  What are students talking about?   

OBSERVE:  What do you see other students doing?  

ASK:   What would students like to do?   

PREDICT:  Based on the past, what activities will be successful?   

3. Think about WHY

 

you are planning this event...What are the goals of the program?  

There are two types of goals to consider:  

a. OUTCOME GOALS:  What will be the tangible/measurable results of  your 
program?   

b. PROCESS GOALS:  What kind of atmosphere / feeling do you want  to create at 
the event?   
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Planning (several weeks/months before the event)  

_____Determine the nature of the program and make a list of all program elements and  
components.  

_____Plan out your budget, based on those program components, to make sure you can  
cover the costs.  

_____Select the date, but before confirming it: 
Check availability of contracted speakers / programs 
Clear the date with important program participants  
Double-check for conflicts on the college calendar  
Consider weather conditions and/or other demands on participants. 
Create alternative plans (i.e. rain date) as necessary.  

_____Reserve facility with the Scheduling Office by calling x5077, or emailing  
reserve@lafayette.edu.  

_____Post your event on the Lafayette On-Line Calendar (see page 7).  

_____When planning events or programs that involve contracts, sound and lights,   
complicated set-up or outdoor bands (outdoor band requests must be made three   
weeks in advance) students must make an appointment in the Student Life  
Programs Office (115 Farinon) for assistance immediately following confirmation of  
the room/space reservation with the Scheduling Office.  

_____Reserve transportation (Enterprise Rent-a-car @ 610-253-7599) at least 24 hours in  
advance. You must provide Enterprise with the BANNER number that will be  
charged, the name of the department or organization using the vehicle, the names of  
all individuals who will be operating the vehicle, and the type of vehicle needed.  
Also make sure that all drivers have completed a Request for Approved Driver  
Status Form and submitted it to the Treasurer's Office well in advance of your event. 

Event Planning 
Checklist 
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_____ Contact Dining Services x5344 to arrange food menu at least 2 weeks in   
advance of  event.  Make sure to have your account number.  Please review   
confirmation as soon as it is received.  

_____ Design, print and distribute appropriate publicity (Reprographic Services)  

_____ Work with the Office of Student Life Programs to submit necessary work   
orders at least one week in advance.   

Implementation (the day before or the day of the event)  

_____ EARLY: Re-confirm room reservations, equipment delivery, guest speaker,   
food arrangements, materials, etc.  

_____ BEFORE: Get there early – check seating arrangements, greet special    
guests, welcome attendees, solve last minute problems.  

_____ DURING: Introduce guests to audience, operate equipment, enjoy    
program.  

_____ AFTER: Thank guests, clean up, return equipment.  

_____ Have participants evaluate the program.  

Conclusion (the days shortly after the event)  

_____ Remove publicity  

_____ Send thank-you notes  

_____ Pay any lingering bills  

_____ You and your committee or club members should evaluate program 
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Room Reservations 

 

Reservations to use the various campus facilities must be made by contacting the 
Scheduling Office by calling x5077 or emailing: reserve@lafayette.edu.  

When reserving a space for a function, be sure to check the College Web Calendar to see 
what events or activities are already scheduled, i.e., lectures, athletic events, concerts, etc. 
to avoid conflicts with your event (the Scheduling Office or the Student Life Programs 
Office can also let you know of reservations that have been made previously that conflict 
with the time of your event).  

When requesting a room, please remember to include the following information:  first 
and last name, campus phone number, email address, department/student group 
sponsoring the event, event description, approximate number of guests, room 
preference, beginning and ending times of your event and your account number.   

Event Calendar & Campus 
News Information 

POST YOUR EVENT ONLINE!!!!  To post your event on the Lafayette calendar:  

Click the “Calendar of Events” icon on the Lafayette College homepage                  
(www.lafayette.edu).  Click “Add an Event” (Lafayette Vax ID required) located in the 
bottom left corner.  Type in user name and password.  Fill in blanks and submit.  Be sure 
to update your entry with any changes in time, date or locations.    

Submit information to Campus New by email (campusnews@lafayette.edu). 
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Farinon Center 

There are a number of different types of rooms that are reservable in Farinon.  With each 
space, there are different things to consider when planning and placing work orders.  
Remember—all food must be contracted through Lafayette Dining Services, and room 
reservations must be made through the Campus Scheduling Office.  If your event extends 
past 1 am on Friday or Saturday (or midnight during the week), you must have a custodian 
on duty from midnight until your event ends and is cleaned up.  The custodial rate is $27.73 
per hour and will be billed to your student organization budget.  When planning events or 
programs that involve contracts, sound & lights, or complicated set-up, student must make 
an appointment in the Student Life Programs Office (115 Farinon) for assistance 
immediately following confirmation of the room / space with the Scheduling Office.  

MARLO ROOMS

 

Do you want the room dividers open or closed? 
Do you want the existing room furniture to remain in the room or do you want it 
removed?  How do you want it arranged (# of chairs and tables on each side)? 
Do you require a podium and microphone? 
Do you need tables for food and / or dining?  What kind of tables?  

ATRIUM

 

If your organization would like to reserve a table in the Atrium for lunchtime, see Kelly 
Deemer in the Student Life Programs Office (115 Farinon) several days in advance. 
Do you need a stage, sound, or furniture moved?  

THEATER

 

The Limburg Theater is a smart classroom.  There is cable, VCR, DVD, ELMO, and 
projection equipment available for use.  Contact the Office of Student Life Programs to find 
out how to use the equipment.  

SNACK BAR

 

The snack bar is a great place for an event.  There is already a stage, sound system and 
lights.  Once you reserve the space, someone in Student Life Programs can help you with 
the equipment if you contact them in advance.  

The following equipment is available for your use in the Farinon Center:  
TV, VCR, DVD, overhead projector, slide projector, and sound system. 
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Kirby Sports Center 

There are a number of different areas that may be reserved in the Kirby Sports Center.  
To reserve a room, you should email the Campus Scheduling Office  
(reserve@lafayette.edu) AND Jodie Frey (freyj@lafayette.edu).  Reservations should 
be made during normal operating hours, otherwise a building supervisor must be hired 
to oversee your event.  

There is a portable TV with VCR and DVD player stored in the building that can be 
reserved.  

For Room 227 / 228—there is a partition that can be used to separate rooms 227 and 
228.  This partition is usually left open to make one large room.  There are 
approximately 6 lounge chairs in room 227 and 8 lounge chairs in room 228.  A work 
order must be submitted to Plant Operations for any additional tables and chairs 
required (see Recreation Services or the Office of Student Life Programs for 
assistance).  Room 229 also has a wall sized projection screen with ceiling mounted 
projector and access to inputs from VHS, DVD or Cable TV.  

There is a piano in Room 327.  Dance rooms are 136 and 229—both include mirrors 
and sound equipment.  

Game Room Area—No food or beverages are permitted on any of the pool tables, 
ping pong tables, etc.  No sitting is permitted on the edges or tops of pool or ping 
pong tables.  Do NOT try to move the game tables in any way.  Game room 
equipment is available for check-out at the reception desk in exchange for a college 
ID.  

Food for events in this building must be ordered through Lafayette Dining 
Services.   
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