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Event Planning Process

 SET overview
— Our goal

— Team members and roles
« Event approval process

— Student events

— Before/after hours

— External groups
e Scheduling
« The SET meeting
e Policies



Our Goal




Team Members




Scheduled approximately two weeks prior to the event and held on
Tuesdays at 10:00 AM.

A representative must be present, primary contact preferred

Event review and support needs

- Date, time and location of event - Attendees, special needs
- Visitors and VIPs - Multimedia needs

- Furniture arrangements - Catering and alcohol

- Parking and security - Public event

- Publicity via Communications and Public Affairs
- Posters/E-posters



Events Coordinator

Scott R. Klein
sklein@jhsph.edu

Office: 410-955-3066
Cell: 410-868-1162






Student Events

Submit online form 3 weeks prior to event for content approval
Forwarded to scheduler and SET

Forwarded to Director, Support Services for off-hour events

Off-hour Department Events

Submit email to jmcvicke@jhsph.edu with the following:

Event name and purpose - Date and time
Preferred location - Number of attendees
Visitors - Special needs
Multimedia support - Food/Alcohol

Breakout rooms - Sponsoring organization






Special Event Reception Areas




Courtyard 1 (3 Floor)




Courtyard 2 (2¢ Floor)




Jay’s (9" Floor Café, Wolfe St.)




Daily Grind (' Floor Café, HH)




Feinstone Hall (E2030)




Anna Baetjer Room (W1030)
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Steps to Create a Multimedia Request

e Access URL: https://my.jhsph.edu

 Login with user ID and password if necessary

* Choose “Help Area” graphic with question marks

» Choose “Support Services / Multimedia Request Form”
 Complete the form, include budget info.

* Click “Send Form” button

Expect automated confirmation via email.






To review promotional services and
resource materials from the Office of
Communications and Public Affairs, go to
www.|hsph.edu/communications.

Branding Guidelines

Editorial Style Manual
PowerPoint & Word Templates
Logos

Taglines



Major events can be promoted in various ways:

Calendar of Events
Posters
Postcards

Faculty-L and Staff-L Listserv
Media

Before we can start any job request,
you musfirst fill out an online job request form.

www.jhsph.edu/communications/event_promotion



The Office of Communications and Public Affairs mtains the School's

Calendar of Events which is linked off the Schobisnepage under
“Today’s Events.”

To promote an event on the School’s Calendamditithe online form
linked fromwww.jhsph.edu



The Office of Communications and Public
Affairs manages the electronic posters for
the Gallery.

The electronic poster template is located at
https://my.jhsph.edu/C16/ePosters/default.
aspx



Office of Communications and Public Affairs

Phone: 410-955-6878
Room: E3137

Email: paffairs@jhsph.edu
Online:www.jhsph.edu/communications






Security




Security




Parking and Transportation




Contact Information







Mark Grutkowski
Multimedia Production Supervisor




Video Production Locations




Video Production Studio




Video Production Services







Office of Faclilities Management
Custodial Services




Custodial Services
Charges for Special Events




Rate
Gallery/Mezzanine, Student Lounge
9th floor Café, Feinstone Hall,

Hampton House Café $20.00/hr
Anna Baetjer Room 1030 $20.00/hr
Courtyard/ Sheldon Hall $20.00/hr
*Additional $96.00 for floor care if there’s dancing

Furniture setup and breakdown $20.00/hr
Clean all areas associated with event $20.00/hr
Weekend and Holiday event $25.00/hr
Formal cloths (white or green linen) $9.00/ea
Formal skirts (white or green linen) $7.00/ea
Informal cloths (white paper) $3.00/ea
Informal skirts (white paper) $4.00/ea

Costs may vary based upon man hours and materials used for each event



Furniture Arrangements







Cleaning




Auxiliary Manpower




Scheduling




Contacts







Jay’s Cafe




Special Events Team




