Literary Arts Institute
Event Checklist
Name of Event_________________________________________________________________

Check Events Calendar www.csbsju.edu/calendar
Check Student Activities Calendar http://www.csbsju.edu/students/calendar.aspx
Check Saint Cloud Events
Check Development Calendar
Check Trustee Meeting Calendar

Set Date








__________________
Set Time








__________________
Book Space








__________________
CSB spaces (except BAC):  call CSB Events and Conferences, Ext 5868, HCC 150

BAC spaces: call Richard Crawford, Facility Operations Manager, Fine Arts Programming

2978 office, Assoc Director of Operations, Ext 5778
SJU spaces:  call Facility Booking, Ext 2240, Quad 067. 
Publicity
Update/create web pages with event information



__________________
(Webside Story Publish Log-in)
http://www.websidestory.com/site-tools/customer-login/
Username: laiweb@csbsju.edu

Press Release- Fill in online form





__________________

Questions can be directed to Vivian Krueger, 

http://www.csbsju.edu/cms/Press_Release.aspx
Submit to Ranette Holmseth for inclusion on master calendar, 

_________________
development calendar, alum calendar.  Indicate whether 
MEL or DR will attend.  Indicate which events to include on 

Benn-E-mail and which month.






Submit to calendar@csbsju.edu for inclusion on master calendar

__________________
(if needed)
include: event name, date, location, time, and short description
Submit to, SJU alum coordinator for inclusion

                        __________________
on Johnn –E-mail, Johnnie Update




Submit to on-line bulletin board.  Will appear for 1 week.

http://www.csbsju.edu/bulletinboard/





__________________

Send book to CMS for display case (is this still possible?).




__________________

Submit event to MN Literature Newsletter




__________________

Place ads as appropriate.  Name publication and pub date


__________________

Submit info to CMS to design posters




__________________

Posters must include exact time, date and place of event; sponsoring

Organization, name and phone number of contact person.  

https://www.csbsju.edu/cms/services/proj_request2.aspx
* can drop off all posters (for CSB and SJU at CSB student activities in Mary Commons 217)

Order enough for:

CSB:
Residential Life Office, Ext 5580, MaryC 221
18 posters (6 to halls, 12 to apts.)

Student Activities Office, Ext 5254, Mary C 217
14 posters

(Take all posters to Student Activities, where they 
will be stamped.  Student Activities keeps 14 and 

sends 18 stamped posters to Residential Life.)
SJU: 
Campus Life and Housing, Ext 2735, Sexton 122
14 posters


Student Activities, Ext 2071, Sexton 210

10 posters
(We may drop off the SJU posters at CSB Student 
Activities)


Include Art building
For English Department



9 to Cindy Malone for CSB profs (& Jane Opitz)
18 posters


9 to Chris Freeman for SJU profs (Bev Radaich)
Bookstore






  4 posters (2 to CSB, 2 to SJU)
File







  4 posters

Total







80 posters + anything extra
Additional posters to professors in field of speaker’s topic


__________________

To community bulletin boards





__________________
To Twin Cities bulletin boards





__________________
Other:









__________________
Distributed to: describe ___________________



__________________

Invitations
Consult, complete Invitation List form




__________________
Allow ample time for printing invitations, more than one month.

Contact CMS to design.

http://www.csbsju.edu/news/cms/publicationform.htm


__________________

Describe invitation criteria and attach copy of list



__________________

Invitations to students:  Call 2264, Admin Computing to request

student labels.








__________________

Invitations to staff:  contact Mary Jo Reich for CSB labels or Shirley
Rausch for SJU labels







__________________

Event Set Up
Work with event technician for space set up.  Order tables for book

__________________
signing and refreshments.  Need good sound system.





Book Sales.  Contact Ann Jonas well in advance to arrange Ext 3081
__________________

Order refreshments for guests and water (& glass) for speaker.

__________________

Need side table/ pedestal for water pitcher & glass.

CSB Food Service, Ext 5112.  
CSB Catering Ext. 5145 
See Catering Booklet: http://www.csbsju.edu/csbeventsandconferences/
SJU Dining Service, Ext 2240, Quad 067

See Catering Guide: http://www.csbsju.edu/sjudining/cateringhb/guidelines.htm

Schedule.  Work with English faculty to schedule writer into classes
__________________
and/or plan event.

Introductions.  Appoint someone to introduce speaker and/or write script.
__________________

Speaker Arrangements

Attend to any contractual considerations early in the process:

•
Speakers’/agents’ contracts must be reviewed by Anne Oberman (aberman@csbsju.edu) at CSB or Ken Osborne (kosborne@csbsju.edu) at SJU.  If the speakers/agents do not have a contract, Anne will provide one from CSB and Ken will provide one from SJU. 

•
Once you have filled out the details (stipends, dates, locations, housing, etc.), have Anne or Ken (depending on which campus your budget is housed at) review the contract to ascertain if there are any unusual circumstances which might warrant  a review with our attorney; 

•
Send the speaker/agent two signed and dated two copies of the contract; have the speaker/agent send back one signed and dated copy.  The other copy is for the speaker/agent.

Send speaker W9 form in advance of event 




__________________

Submit check request for honorarium and expense money


__________________

Arrange for network account if speaker will be on campus 


__________________

for a while.



IT Services, Ext 2228.

Arrange transportation or obtain copy of itinerary



__________________

Executive Express 253-2226

Arrange lodging and meals






__________________

School of Theology, Patty Weishaar, Ext 2113
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