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Special Events Policy
Event Policy Summary

The Florida State University Foundation will provide event assistance to colleges based on evaluation of the following: (1) the purpose of the event, (2) the extent to which assistance is needed, (3) frequency of assistance provided by the Foundation, (4) the lead time provided, and (5) the current workload of the Foundation’s events staff.

Event assistance shall come in the form of time and effort spent consulting on, planning, coordinating and/or executing an event by the Foundation’s events staff. Event assistance, as defined in this policy, does not include financial assistance. Any requests for financial assistance should be directed to your supervisor.

Evaluation of all event assistance requests that do not include requests for financial assistance will be conducted by the director of special events and the vice president of the Office of Advancement Relations. Requests for collateral assistance (design, production and/or distribution of invitations, programs, name tags, event signage, etc.) will require additional review and approval from the director of graphic services. Dependent upon the workload of the director of graphic services, design work will be provided at no cost for donor-related events. Individual colleges/departments are responsible for printing and mailing costs.

Please note that the Foundation’s events staff budgets for and plans events throughout the year and will promote these on the Foundation’s portal calendar and the University calendar. Those seeking event assistance should keep this in mind and leverage appropriate planned events. For questions or more information, please contact the Foundation’s director of special events.

Evaluation

(1) Purpose: The purpose of the event must be in line with the mission of the Foundation to cultivate, steward and/or recognize donors and/or prospects who support or are interested in supporting the university’s academic vision and priorities. Examples of these types of events include but are not limited to:

· Donor recognition events

· Prospecting events 

· Scholarship luncheons

· Fundraisers

(2) Extent of Assistance: The extent to which event assistance is needed may include but is not limited to: 

· Consultation from the Foundation’s events staff (i.e. event checklist, venue or vendor recommendations)

· Partial or full planning and execution of event by the Foundation’s events staff

· Assistance on the day of an event (i.e. events staff assistance or volunteer recruitment) 

· Collateral design and production (i.e. invitations, programs, signage)

· Running of thumbnail sketch reports (details on event attendees)

· The events staff cannot run thumbnail sketch reports for events not managed in RE. Development officers should submit a helpdesk ticket for thumbnail sketch reports for events not managed in RE.

(3) Frequency of Assistance: All colleges are limited to one partially or fully planned event and one graphic design request per fiscal year.

(4) Lead Time: The lead time provided to the events staff and/or graphic designer for event assistance will be taken into consideration. If possible, all requests should be submitted at least three months in advance of the event; however, there are cases in which a shorter or longer lead time are appropriate. The events staff and graphic designer have the right to decline event and/or collateral assistance if the lead time is not sufficient.

(5) Workload: The Foundation will also take into consideration the current workload of the events staff and the graphic designer. The events staff and graphic designer have the right to decline event and/or collateral assistance if the date of the requested event conflicts with another Foundation-sponsored event; if the requested event falls into a month during which the event staff is managing multiple events; or if the graphic designer is managing multiple projects.

Special Event Request Form

An event request form must be submitted to the director of special events via email or fax. After submission, the appropriate Foundation staff will review the request and the director of special events will contact the requestor within one business week. No action will be taken without submitting the form.

Graphic Design Request Form

Graphic design requests associated with an event may be requested via the special event request form. If the request is approved, the graphic designer may ask that you fill out a graphic design request form via the link below to assist in scheduling. You must have access to the Foundation’s portal in order to access the graphic design request form.

https://portal.foundation.fsu.edu/SiteDirectory/AdvRel/gdr/default.aspx
