CESO, CMA, & OSIL

Student Event 

Check List
Conference and Event Services Office (CESO), Center for Multicultural Affairs (CMA) and Office of Student Involvement and Leadership (OSIL) are excited to assist you in planning successful events.   This 5-step document will assist Clubs/Organizations in understanding how to plan a successful event and how each department can help you.

The OSIL primary contact for student clubs/organizations planning events is the Student Program  Advisors (SPA).  If you need help identifying your Student Program Advisor you can ask at OSIL’s front desk, call OSIL at 531-1273 or speak with any OSIL student or professional staff.  The Student Program Advisor’s role is to guide student clubs/organizations with timely event planning.  The Student Program Advisor is the liaison for student clubs/organizations when working with campus resources.    

CESO staff works closely with SPA’s to ensure that student clubs/organizations experience successful programs and events.  CESO achieves this goal by accepting space reservations and when necessary assisting students with selecting the most effective space for their event.  CESO staff also helps student groups conceptualize equipment and services that will enhance the event.       
CMA staff helps clubs/organizations to identify multicultural programming resources. Multicultural programming resources include: helping clubs/organizations to find cultural entertainers, speakers, cultural recipes and restaurants that prepare cultural foods for BSC events. CMA is happy to aid clubs/organizations with research on cultural customs and traditions for celebrations.  CMA will support clubs/organizations with developing programs and events that focus on the following:
· Understanding identity and culture of under-represented populations

· Provides opportunities for students of color to engage with diverse groups of people

· Understanding the impact diversity has on the BSC community

· Provides a forum for under-represented students to discuss the advantages and challenges of being a member of a diverse society
CESO/CMA/OSIL 
Student Organization/Club Checklist
	Primary Task 
	Sub-task
	Task Completed
	Notes

	1. Organization/club completes event description form on the IN network.
	Not applicable
	
	

	2. Organization/club representative meets with assigned SPA.
(Meeting 1 of 3)
	Discuss specific event
	
	

	3. 
	Submit reservation request online
	
	

	4. 
	Discuss important event details
	
	

	5. Organization/club representative meets with CMA.
(this is an optional

meeting)
	Develop cultural program/event
	
	

	6. 
	Identify cultural entertainers/performers
	
	

	7. 
	Identify cultural recipes/food providers
	
	

	8. 
	Research cultural customs/traditions
	
	

	9. Organization/club representative meets with SPA when location confirmation is received.
(Meeting 2 of 3)
	Complete any purchase orders
	
	

	10. 
	Discuss any contracts
	
	

	11. 
	Discuss any ordering/purchasing of needed supplies
	
	

	12. Complete online event evaluation on the IN network.
	Not applicable
	
	

	13. Organization/club representative meets with SPA.
(Meeting 3 of 3)
	Evaluate event
	
	

	
	Submit event evaluation
	
	


