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STUDENT EVENT PLANNING CHECKLIST
1. Pick 2-3 dates and times.
a) Check the Law School events calendar and EMS (filter to law campus) for possible conflicts.
b) Decide whether to host in person or virtually or hybrid.

2. Schedule the event on EMS by clicking here. 
a) Be sure to include a proper title, event description, and speakers. You cannot submit a room reservation until you have confirmed your speakers. We must have the names of all speakers at least 10 working days in advance.
b) Check off any resources you need such as catering, Audio Visual and Facilities set up.. 
· Requests must be made at least 10 working days before the event.  
· The following items may be requested from the events office:
· Miami Law table cover
· Miami Law Pop Up Banner
· Large tent cards for panelists
· Nametags 
c) Scheduling the event on the EMS scheduler begins the workflow for resources for the event. 
d) If you need parking for outside speakers, please email studentorgs@law.miami.edu. We need the names of the speaker, date, times, and license plate of the car.

3. Create your own flyer, using one of the approved templates. 

4. Put together a guest list and circulate your invitation. 
a) Work with your faculty advisor to put together a list of students, faculty, staff, and relevant alumni. 
b) Create an RSVP form using Qualtrics or Google Forms.  
For additional assistance, visit this site: https://www.it.miami.edu/a-z-listing/survey-tools/



5. [bookmark: _Hlk140133729]For social media, fill out this form at least 10 working days prior to your event: https://umiami.qualtrics.com/jfe/form/SV_1FcOFots0YajTZc 
a) Tag @MiamiLawSchool on Facebook, Instagram, Twitter, and LinkedIn when posting on your organization’s social media pages.
b) Send pictures from your event to social@law.miami.edu.

6. Catering
a) Catering requests for signature events must be indicated in the EMS scheduler reservation. It is helpful if you indicate the type of food preferred, whether sandwiches, salads, cheese/fruit. 
b) All requests must be submitted at least 10 working days before the event. Requests submitted with the minimum notice period are subject to staff availability and event volume and may not be approved.
c) Click here for a list of approved vendors. 
d) We strive to keep catering costs reasonable and cost-conscious. In most cases, lunch budgets should fall within $12–15 per person, while reception budgets should generally range from $15–20 per person. Any budget exceeding $1,000 will need approval from the Dean of Students office. 

7. Day Of:
a) Plan to arrive an hour prior to start of event for set up.
b) For lunch events, you must leave the room 15 minutes prior to the start of the next class, to allow the next class to start on time. For evening panels, leave enough time for event “take-down.” 
c) Create an agenda and draft introductions for your speakers, even if this is an intended informal meet and greet and share with your speakers.
d) Have a check-in table and nametags (sticky ones are fine) and assign someone to staff it.
e) Speaker gifts can be requested via studentorgs@law.miami.edu. LAFAC has funded gifts for speakers, so you do not need to buy. After the event, write a thank you note, preferably handwritten, to your speakers/guests.

8. Virtual events:
a) Note: Virtual events should be added to EMS as an Offsite Event. 
b) You can create your own Zoom meeting/webinar at Miami.zoom.us. For more information, go to https://www.it.miami.edu/a-z-listing/zoom/index.html 

Questions? Reach out to events@law.miami.edu. 
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