


WELCOME TO







YOU’RE INVITED!



Run of
Show



• Lighting (Just turn the lights on)

• Drapes/décor (Taking down the 

American flag will be good enough)

• Centerpieces (I think we still 

have some glass baubles from that earlier 
event…)

• AV equipment

• Catering (Okay, PantherDining can 

probably do some magic on a budget?)

• Flowers

“Wait, wait, wait. Make it 
pretty, make it nice, but DON’T 
spend too much money.”

• Lighting

• Drapes/décor

• Centerpieces

• AV equipment

• Catering

• Flowers

“Make it pretty, make it 
nice.”

BUDGETING



• Catering -> GSU’s 
PantherDining

• Music -> GSU’s School of 
Music

• Facilities -> GSU’s 
Facilities

• Centerpieces -> OII’s stock

• University Events 
Management

• ISAC

On-Campus Resources

RESOURCES

• Photo/video -> Freckled 
Goat (outsourced)

• Facilities -> Peachtree 
Rental

• Keynote speaker -> Consul 
General (based on our 
relationship)

• Floral -> …

Off-Campus Resources



MARKETING
• Graphic Designer

• Save the Date & Invitation

• Backdrop

• Welcome Video

• Programs & Event Flyers

• Walking Tour Signage

• Directional Signage

• Elevator Signage

• Social Media Marketing

• Ceremonial Photography & 
Videography

• Website Banners & Editing

• Business Cards

• Nametags

• University Marketing

• E-mail Marketing 
(GlobalFlash, Thank You 
Follow-Up)

• International Center 
Artwork

• Media management/news 
stories











• Internal committee with regular meetings
• Explanation of tasks, volunteers 

• “Teasers” (e.g. OII’s video)

• Pre-event debrief
• What to expect

• Expectations

• “Please be patient and know that, at the end of the 
day, we’re all on the same team.”

TEAMWORK



• Reserve your venue the day before

• Spend less on catering

• Food: when can guests access it and what to do with 
diabetics

• Confirm any orders/deliveries at least twice

• Find staff who have talents instead of hiring someone 
(e.g. flowers)

• Ensure handicap-accessible seating

• Clearly mark/organize any reserved seating

• Organize and man your nametag table

LESSONS LEARNED
(and there are many. . . )



• Identify your VIPs and assign a handler

• Have VIPs tour/arrive first and take a picture

• Set your parking plan and assign helpers

• Communicate parking info and any delays (e.g. 
Braves) with vendors

• Manage your RSVPs (online registration, follow up 
multiple times)

• Alcohol options (teetotalers before 5pm)

• Have all media links live at least the day before the 
event 

LESSONS LEARNED
(oh so many. . . )






