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Pre-event Questionnaire


Event Name

Event Date

Events create a unique opportunity for institutional advancement. Discuss the questions below with your client to ensure that expectations are being met and that the event provides value and supports campus goals.

Note: Not all questions on this list are pertinent for every event. This questionnaire is to be used as a guide, as unique circumstances must be considered when planning your special occasion.


Objectives and Format
1. What are the key goals and objectives for this event?
2. Is an event the best or most appropriate way to achieve your goals (versus, for example, a press release or other targeted community)?
3. Will this event be ticketed and/or have fundraising component?
4. Who is the target audience and what do you want them to take away from this experience?
5. What format/program layout do you envision?
6.  Will there be speakers? If so, who and will their messages be appropriately differentiated and integrated?
7. Who will provide talking points for speakers? Is a script required?

General and Budget
1. What is the preferred event date? Is there an acceptable alternative date(s)?
2. What is the time frame for the event?
3. Where will the event be held? Is this flexible?
4. What is the budget?
5. What KFS account should expenses be charged to?
6. Who is the authorized signer/approver for budget, contracts, and permits?

Invitations and Registration
1. Who will compile the guest list?
2. Will any leadership or officials be invited?
(Invitations and Registration, Cont.)
3. Will save-the-date/invitations be electronic or hard copy?
4. Who will design/print/mail save-the-date/invitations?
5. Who will manage registration and the collection of RSVPs?

Catering
1. [bookmark: _GoBack]What type of meal is appropriate (hors d’oeuvres, entrée, snacks, etc.)?
2. Is there a preference for a specific caterer?
3. Do you have any food/beverage selections in mind?
4. Are there any restrictions or sensitivities we should be aware of (cultural, religious, environmental, etc.)?
5. Will alcohol be served?

Audiovisual
1. What audiovisual needs to you anticipate?
2. Will there be a presentation (PPT/video)?
3. Will the presentation require sound? Internet?
4. Will you need one or more microphones? (Podium, Wireless, Lavalier)
5. Will you need a wireless presenter device and/or laser pointer?

Marketing
1. How will the event be marketed? Who will lead this effort?
2. Do the promotional materials (design and copy) clearly reflect/identify UCI?
3. Does there need to be a photography onsite? Are there specific photos that need to be captured?
4. Will press/media be invited?

Parking
1. Is parking self-paid or sponsored?
2. Will guests self-park or valet?
3. Is roadway and/or pedestrian signage necessary to direct guests?

Security and Protest
1. Is security or police presence needed?
2. Is there any reason to expect a protest?

Volunteers
1. Will additional support be needed at the event?
2. Who will staff the event?
3. Is there an interest in involving Anteater Ambassadors as student volunteers?
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