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APPENDIX IX 
Oklahoma State University-Oklahoma City 

Office of Student Activities 

PLANNING AN ACTIVITY 
 

1. Brainstorm in a meeting about needs and interests of the group. After discussing a wide variety of ideas, vote on one (1) project 

that the majority of the members think will be beneficial and appropriate to your club. 

 

2. Recruit volunteers to serve on the committee and solicit a chairperson who will coordinate the committee's effort and develop 

some ideas. Establish a specific time and date for the committee meeting. (Chairperson should see the Student Center Clerk, 

Third Floor, Student Center immediately following the meeting to reserve a meeting room.) 

 

3. If the activity is a new event for your club, it may be helpful for the committee chairperson, officer and/or advisor to meet with 

the director of Student Activities to discuss the basic idea, including possible challenges, help available on campus, etc. 

 

4. The activity chairperson should talk with the club treasurer and/or president to learn how many funds will be allowed for the 

activity. This information will assist the chair in appropriately leading the activity committee meeting and in knowing the 

financial parameters. 

 

5. The activity chairperson should call and/or write postcards to all activity committee members and remind them of the upcoming 

meeting. 

 

6. The activity chairperson is responsible for establishing an agenda for the activity committee meeting and for determining which 

items need to be discussed. 

 

7. The activity committee should meet and develop a proposal for the activity including items such as: 

* Goal of event (fund-raiser, social, educational, community service, etc.) 

* Target audience 

* Activities included in event (panel discussion, refreshments, music, sale of items, etc.) 

* Desired dates and locations 

* Decorations, programs, etc. 

* Promotional tools 

* Budget available/needed for various areas above 

 

8. Make committee assignments for these areas to further delegate responsibilities. It is important to give appropriate tasks to 

different individuals, based on their level of expertise, areas of interest, time commitment, etc. If each committee person has an 

area in which he or she can take "ownership," they will be more likely to participate fully and to feel strongly about the project. 

 

9. Work with the director of Student Activities and tentatively schedule an available date and location for the event. 
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10. Prepare proposal and ensure project is scheduled on agenda for next organization meeting. 

 

11. Gain the approval of the club and/or accept suggestions for changes to initial proposal. No final decisions about planning events, 

spending club funds, etc. can be made without the vote of the entire membership, in an "official" meeting with the advisor 

present. 

 

12. Complete a Student Activity Request Form (Appendix V) and submit it to the Office of Student Activities at least two (2) weeks 

prior to proposed date of event. For large events, it is best to submit the request six to eight (6-8) weeks prior the event to allow 

necessary time for arrangements. OSU-Oklahoma City does not authorize the activity until the director of Student Activities signs 

the Student Activity Request Form. After the request is approved, ensure other necessary steps are taken as indicated on the back 

of the form. 

 

13. Plan promotions for the activity, such as fliers, information to Cowboy Chronicle, news releases for off-campus publications, the 

monthly activity calendars, banners, and interesting and "different" ideas appropriate to the event. (Assistance in writing news 

releases can be obtained from the Office of Public Relations, through the Office of Student Activities. All written material and 

media contacts must be approved through the Office of Student Activities and the Office of Public Relations.) 

 

14. Advisors will need to coordinate graphic design or printing needs with Office of Creative Services well in advance of the event. 

 

15. Finalize details of the activity. 

* Submit information for requisitions and ensure officer, advisor and director of Student Activities sign them. 

* Assign committee members to recruit volunteers to decorate, start event, run event and clean up. 

* Ensure all arrangements have been made for speaker or performer, refreshments, room set-up, etc. 

* Ensure payment will be ready for speaker or performer.  

* Assign volunteers to work with Cowboy Chronicle staff in advance, regarding a possible story or pictures before event or 

following event. 

* Request a volunteer to take photographs of the event and record number in attendance, categories of people participating, etc. 

* Ensure promotional pieces are ready. Display some information several weeks early, then prepare a last-minute blitz to 

interest potential participants. 

 

16. Running the Event: 

* Remind volunteers about what time to arrive for their various tasks. 

* Arrive early to ensure technical and physical set-up is accurate and complete.  

* Greet speakers or performers and make comfortable by providing refreshments, preparation area, etc. 

* Greet guests and ensure their needs are met - refreshments available, comfortable temperature, etc. 

* Ensure audience is quiet and receptive. 

 

17. After the Event: 

* Ensure clean-up crew completes job. 

* Conduct evaluations by the participants and tally the results for future reference.  Complete a Student Organization 

Fundraising Event Summary (Appendix VI.) or an OSU-Oklahoma City Event Evaluation Form (Appendix VIII.) 

* Send thank-you notes to volunteers, students, staff or faculty who helped in the event. 
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