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About me



Hi, I'm Amanda
Originally from Miami, FL
Jr. Special Events Manager at Florida
International University (2019)
Currently the Faculty Events
Coordinator for Duke Law School (2021) 
SEPC Education Chair (2022)
Proud mama to 1-year old Evelyn!



Steps

SUCCESSFUL EVENT
for a 



1
FIND PURPOSE

2
DATE & LOCATION

3
SUBMIT REQUESTS

Breakdown

4
DETERMINE NEEDS

5
ORDER CATERING

6
PUBLICIZE

7
EXECUTE PLAN

8
DEBRIEF



Successful
Time Management

S K I L L S

Execution

Level-Headedness

Problem Solver



What type of event do you want to do?

Will this event be held in person, virtually,

or hybrid?

What is the purpose of your event?

Who is the intended audience?

When and where will the event be held?

What is your budget?

Step 1 FIND PURPOSE



Step 2
DATE & LOCATION

Select a Date

Competing School Events

Holidays

Religious/Cultural Observances

Exam Weeks

University Events

Football Games

Basketball Games

University Breaks

Approximate attendee count

Parking

Flow of Event

Sound Issues (busy street,

other events)

AV Needs

Catering Needs

Distance to Event (if having

more than one location)

Venue Manager

Stakeholder and Final Agenda

THINGS TO KEEP IN MIND KNOW YOUR AUDIENCE AT LEAST TWICE

Determine your Venue Walkthrough



Step 3
SUBMIT REQUESTS

Title of the event
Description of the event, contact name and email for the
contact person day of
Event date
Event start and end time
Anticipated number of attendees
Intended audience



Agenda
Registration

Speakers
Run of Show

Catering
Parking

Risk Mitigation
Materials

Step 4 DETERMINE NEEDS
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Name (First, Last)
Email Address

Job Title
Affiliation/Company/Organization

Pronouns
Dietary Restrictions

Accessibility Requirements

REGISTRATION



Select vegetarian, vegan, and gluten free options whenever possible

When sending an email to caterer include preferred menu, number

of guests, event date and time, name of event and location

Place order at least 2 weeks in advance

Keep in mind holidays, religious holidays, school-wide events,

graduation, and the complexity of your order for timing purposes

Request tent cards with the description of the food or a menu with

the list of the ingredients

Tablecloths, napkins, glassware and utensils 

Step 5 ORDER CATERING



Step 6

School and University Events Calendar
Fliers and Posters

QR Code with Registration Link
School Plasma Screens 

Duke Flyer (flyer.duke.edu)
School Communications Team
EMMA- Email Marketing Management
(Listserv)
Paperless Post
RSVPify

PUBLICIZE



Step 7 EXECUTE PLAN

2 Months Prior

Edit Agenda

Create system for keeping track of

RSVP’s 

Finalize menu for catering

Order materials needed

Schedule run throughs with Media

and Volunteers

Finalize Agenda

Organize materials for day of event

Print out documents needed

Finalize menu

Finalize layout of room

Finalize Volunteers

Arrive early at venue 

Set up materials 

Make sure caterer arrives on time

Set up computer with all PowerPoint

presentations (if applicable)

Check sound and all other AV

Check on Speakers

1 Month Prior Day Of



Step 8
DEBRIEF

Submit receipts/payments as needed
Update Event Budget with final totals
Submit Speaker reimbursements
Add notes about vendors
Go over check-in sheet for accurate guest counts
Schedule debrief meeting with key planners 

Discuss what worked, what didn’t and how things can be
improved
Save meeting notes in a folder on Box or Drive



Resources



Vendors, Venues and More Website

Overall Event Planning

Registration

Cvent

Duke Conference and Event Services

SEPC
dukeusepc@duke.edu

Qualtrics

https://sites.google.com/view/sepc-vandv/home
https://cvent.duke.edu/
https://eventservices.duke.edu/events/registration-services
https://oit.duke.edu/service/qualtrics/


Thank you!
QUESTIONS




