FYE CONFERENCE 2011 – UTILIZING PEER MENTORS TO DELIVER COST-EFFECTIVE FYE EVENTS


FYE EVENTS PLANNING TIMELINE

Sample Events:

· Inception (1400+ students; requires 2-3 months planning time)
· FYE Talent Show (300+ students; 2 months planning time)
· Capture the Flag (30+ students; 1 month planning time)
PRE-PLANNING (PRE-SEMESTER):

· Form events committee of peer mentors; delegate event leaders responsible for particular events
· For movie screening, decide on possible options (hint: screen a movie that will NOT be released on video at the time it is screened; this will increase turnout!)
· Inquire about funding via grants, student government, academic & student affairs divisions
· Begin inquiring/collecting donations & door prizes from campus and community 
· Format competition between FYE classes/peer mentors/faculty based on attendance
· Organize system of assessment (check-in system, maintenance of data, etc.)
· Organize door prizes/giveaways and means of distribution 
· Prepare liability forms and photo release forms for any events as needed
August:

· Set up FYE calendar of events: utilize previous FYE calendars, campus calendars (including student organizations, public affairs, arts departments, cultural centers, athletics, etc.)
· Communicate with other departments and entities on campus for co-sponsorships
· Do not get discouraged if event calendars are not created before semester commences 

· Begin figuring out logistics (i.e. room reservations, materials, costs needed) for FYE events
September:
· Distribute Sept/Oct FYE events calendar via Peer Mentors and faculty, Sept/Oct calendar before end of 1st week of instruction: highlighting FYE sponsored events

· Solidify funding options

· DONATIONS for door prizes (i.e. gift cards, coupons, etc.)

· FUNDING (department sponsorships for individual FYE programs or events)

· Edit generic fundraising letter; create mailing list; check with department, public affairs or university advancement for any special protocol or regulations for donations
October:
· Hand out fundraising letters, follow up with donations that are requested, submitted, or received

· Execute paper work for funding on campus

· Check-in with Peer Mentor Events & Fundraising committee (if applicable): are they overloading themselves/balancing their academics/equal responsibility? Does the committee need assistance?
· Draft thank you letters and cards for donors; organize mailing list
· Deliver Nov/Dec FYE Events Calendar
November:

· Deliver all thank you cards and letters to donors
· Advertise large events and partner with other campus units to maximize advertisements
· Set up end of the year wrap up session with committee: suggestions/feedback/comments?
December:
· Begin drafting events for next semester/year
· Begin forming committee positions for next semester/year 
· Distribute door prizes, gifts for first year students, peer mentors, faculty/staff
*These are guidelines that worked best for our program. Necessary planning may differ depending on school/program size, quarter system vs. semester system, amount/type of events, available resources, etc. 
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