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PRE-EVENT
Brainstorm and Purpose

Intent
Recruit, educational,
pro-dev?

Why is the event
important to host, how
does it align with our
mission and goals?
Who is our audience
Do we have the budget
to make this event
happen?

What/Why/Who
Date/time
Does it conflict with
other major events or
midterms?
Would the timing make
sense?
Will we be able to
contract with outside
vendors in an appropriate
amount of time?

When:
Location

is it accessible to all
participants

Back up location for
weather
is the location available? 

Where:



Submit forms Gather/ Order Materials
Submit room requests
Submit to SAIL your

Event Request (1 week
in advance)
After event is approved
submit Purchasing
Request 
Contracts/Liability
Forms (4 weeks before
event or 4 weeks from
first deposit)

Reach out to catering if
needed

Create your budget!
What things will take longer
to arrive
What items does your org
already have/ what
substitutions can you make?
What can you borrow from
other orgs/ SAIL?

Logistics

Day of Overview Schedule

What times do you need
people to show up?
Who will be your contact
person day of?
Will there be stations that
you need people to help
with?/ Volunteers?
Do you have any back-up
plans for weather or other
potential risks?



V i s i t  t h e  C a m p u s  E v e n t s  W e b s i t e  a n d  c l i c k  o n  " B o o k  a n  E v e n t  S p a c e "  a t  t h e
t o p .
B o o k  a n  E v e n t  S p a c e  w i l l  t a k e  y o u  t o  t h e  C a m p u s  E v e n t s  p o r t a l ;  a  p a g e  t h a t
a l l o w s  y o u  t o  l o g  i n  a n d  b o o k  s p a c e  o n  c a m p u s .  M a k e  s u r e  y o u  l o g  i n .
O n c e  y o u  a r e  l o g g e d  i n ,  y o u  w i l l  b e  a b l e  t o  e n t e r  t h e  d e t a i l s  o f  y o u r  e v e n t
a n d  s e e  w h a t  s p a c e s  a r e  a v a i l a b l e  a c r o s s  c a m p u s .

R e s e r v i n g  S p a c e  o n  C a m p u s

F O R  A S S I S T A N C E ,  P L E A S E  C O N T A C T  R E S E R V A T I O N S @ M I N E S . E D U  O R  C A L L
( 3 0 3 )  2 7 3 - 3 0 4 6 .

Y o u r  e v e n t  i s  n o t  a p p r o v e d  u n t i l  w e  h a v e  y o u r  s p a c e  a p p r o v a l  f r o m  E v e n t
s e r v i c e s .



SAIL Requirements

If your event does not require contracts or liability forms, they must be submitted at least one week in
advance of the event.
If your event does require contracts or liability forms, it must be submitted at least 4 weeks in advance
or 4 weeks from first deposit whichever is first.

Before we can approve it you must also reserve your space for these events. Receiving a space
confirmation is not equivalent to receiving approval from the SAIL office; you still must submit your
event via the SAIL Ticketing System and receive SAIL approval prior to proceeding with the event.

Event approval Process
•All registered student organizations are required to submit their event request, for any event, through the
SAIL Ticket System.

 Your event is not approved from SAIL until you have received an approval on your ticket.

Recurring Meetings: Recurring meetings can be submitted all at once for approval as a recurring event on
ticket system. Once approved, all occurrences are approved.



Off Campus Events?

F o r  o f f - c a m p u s  e v e n t s  t h a t  d o  n o t  i n c l u d e  o v e r n i g h t  t r a v e l ,  y o u  w i l l  f o l l o w  t h e  s a m e
e v e n t  a p p r o v a l  p r o c e s s  v i a  t h e  t i c k e t i n g  s y s t e m .  

T h e  o n l y  d i f f e r e n c e  i s  t h a t  y o u  w i l l  n e e d  t o  c o m m u n i c a t e  w i t h  a t t e n d e e s  a b o u t  h o w  t o
t r a v e l  t o  t h e  l o c a t i o n  o f  t h e  e v e n t .

A n y  e v e n t s  t h a t  i n c l u d e  o v e r n i g h t  t r a v e l  a r e  c o n s i d e r e d  t r a v e l  e v e n t s .  A n y  s t u d e n t  g r o u p
w i s h i n g  t o  t r a v e l ,  n e e d s  t o  c o m p l e t e  t h e  f o l l o w i n g :

F i l l  o u t  t h e  t r a v e l  f o r m -  S e n d  t o  S A I L @ m i n e s . e d u
M e e t  w i t h  t h e  S A I L  o f f i c e  a n d  o b t a i n  t r a v e l  a p p r o v a l
D o m e s t i c  T r a v e l  –  M u s t  m e e t  a  m i n i m u m  o f  O N E  M O N T H  i n  a d v a n c e
I n t e r n a t i o n a l  T r a v e l  –  M u s t  m e e t  a  m i n i m u m  o f  T W O  M O N T H S  i n  a d v a n c e
E v e r y o n e  t r a v e l i n g  m u s t  f i l l  o u t  a  t r a v e l  w a i v e r
T h e  o n l i n e  C l e r y  A c t  f o r m  m u s t  b e  c o m p l e t e d

T h i s  i n f o r m a t i o n  c a n  b e  f o u n d  o n  t h e  w e b s i t e  a n d  i s  c o v e r e d  i n  t r e a s u r e s  t r a i n i n g



Marketing

Plan Logistics

Identify strategies
Social media, daily blast, flyers

Identify resources
What departments you can
share with, can you reach out
to other clubs to share info?

Create a marketing timeline
Is 2 weeks enough to get you
the turnout you're hoping for?

Who will take on this task?
do you have a designated
media person?

How long will it take to create
marketing materials.
Who needs to know?

Students, faculty?
What is the message you are
communicating?



 

SAIL
Advertising

Requirements

Club meetings and events must be advertised through two campus-wide platform such as the Daily
Blast or flyers posted around campus or the university wide calendar.
If choosing to advertise with flyers, the flyer must receive SAIL approval. Email a digital version of
your flyer to the SAIL office at sail@mines.edu to be stamped.- No in person approval will be granted.

Advertisements must  be open- no closed list servers
You are permitted to hold 1 private event every semester but must be stated in your request that
that will be your 1 closed event.

All event advertisements must include instructions on how to arrange accessible accommodations.

2 Platforms

Accommodation Statement

 
 

mailto:sail@mines.edu


Accessibility

Accommodation statement
If you receive an accommodation request and need assistance,
please email Marilynn Gallegos at mgallegos@mines.edu.

How else can you incorporate accessibility in your role?
Be intentional about the places you choose to host your event at. A full
list of accessible locations on campus is under the Org Resources Tab!
Add captioning to videos and movies that you play
On social media, add descriptive imaging and captions to your posts and
stories. 
Make sure to have food inclusive options at your events.

Vegan, gluten free, vegetarian, dairy free.  
The Disability Support Services are a great resource as well as the DI&A
Website 



Event Implementation

Final 
Communication

Walk-
through

Assessment/
Feedback

Tie up any last details
Update your team as
needed
Communicate with
outside vendors as
needed

Try to walk through your
event day before or day
of to ensure you have
everything you need

Check your list of
supplies

Does everyone know
where they are going?

Always ask for feedback!
Survey, conversation

take note of things that
went well and things that
can be adjusted next time



Mental Health Resources
A l l  c l u b s  a n d  o r g a n i z a t i o n s  a r e  r e q u i r e d  t o  p o s t  m e n t a l  h e a l t h  r e s o u r c e s  a t  t h e i r  e v e n t s ,
v i r t u a l ,  i n - p e r s o n  o r  h y b r i d .  T h e s e  c a n  b e  f o u n d  o n  t h e  S A I L  w e b s i t e  o r  y o u  m a y
c o n t a c t  t h e  S A I L  o f f i c e  a t  s a i l @ m i n e s . e d u  t o  r e c e i v e  a  c o p y  o f  t h e s e  r e s o u r c e s .

A d d  t h e s e  r e s o u r c e s  t o  y o u r  s o c i a l
m e d i a  p a g e  a n d  w e b s i t e .
U t i l i z e  t h e  p e e r  m e n t o r s .
C o u n s e l i n g  C e n t e r
S t u d e n t  O u t r e a c h  a n d  S u p p o r t :

G r e a t  w a y  t o  l e t  s o m e o n e  k n o w  i f
y o u  o r  a  p e e r  a r e  i n  n e e d  o f  e x t r a
s u p p o r t !

O t h e r  w a y s  t o  p r o m o t e  p o s i t i v e  M e n t a l
H e a l t h :



SAILTicket System!



Only new thing:
Please add your room reservation,
It makes it faster to approve! 



You got
this! Start Planning Early and Communicate Often

Have you submitted your event through ITS System?
Have you reserved the space you plan to utilize?
Have you communicated tasks out to your organization so everyone
knows what their responsibilities are?
Create a Budget – and Stick To It!
Review the SAIL Resources Website prior to planning your event
Advertise, Advertise, Advertise
Keep Accessibility at the Forefront of your Planning
Ask Questions!

 

https://www.mines.edu/student-activities/resources/


All of this info can
be found...





What's New?
New things we have added to highlight YOU

Take Overs 
Opportunity for you all to share an event or a glimpse of your club to the
university!
To apply, you can find the form on our social media or SAIL website!

Org of the month
Opportunity to highlight the fantastic work you are doing

Accomplish a goal you have been working towards? Did someone in your
org accomplish something you wish to celebrate? 
Submit your nominations! You can find the form on our social media or SAIL
website.
They will be highlighted on social media pages and the newsletter. 

End of Year Award Celebration 



Questions?

mgallegos@mines.edu
Drop-in hours: Tuesday's 1:30-3:30 or by
appointment. 

To contact Marilynn Gallegos:

 


