
 Event Planning Guide 
Any organiza�on planning an event that represents the Mason School of Business, the MBAA, or the 
MBA Program must work with the MBA Program Office. All events should follow the event planning 
procedure below, even if they are not being held in Miller Hall. 
 
Event Policies and Procedures 
 
You are responsible for ensuring that your event abides by university policies and procedures. All MBAA 
events are subject to the Policies and Procedures of the Office of Student Leadership Development . 
 
Please Read these Policies Carefully if it Pertains to Your Event: 
 Alcohol Beverage Policy 
 Events Where Alcoholic Beverages Are Served Policy 
 Use of Campus Facili�es Policy 
 Use of University Marks Policy 

 
**Events with Alcohol** 
TWO STEPS: 

1) Student organiza�ons planning to host a social event with alcohol are required to have at least 
one representa�ve (the event manager and server) at the event who has completed the Events 
with Alcohol Training. 

2) If your organiza�on is hos�ng an event with alcohol, you are required to complete an Event 
Planning Mee�ng with the Office of Student Leadership Development. To schedule this mee�ng, 
email leadership@wm.edu or call 757.221.3300. 

 
 
Scheduling Your Event 
 
FIRST – Talk to Rob 
Club Event Request Form.pdf 
 
Step 2: Finding an Appropriate Time and Place 
Communica�on with MBA Program Office is cri�cal to ensuring that your event is scheduled successfully. 
Event proposals must be submited to the MBA Program Office at least 6 weeks prior to your 
proposed event date. 
 
Use this checklist: 

o Check the myMBA Academic Page  for both First and Second Year class schedules.  
Remember: Do not schedule an event before a big exam because you may have a low turnout. 

o Check the W&M MBA Events Calendar 
Note: DO NOT submit your event on this calendar un�l your event has been approved 

o Check the Event Planning Folder > “MBAA Event Calendar 2024-2025” via Club Leads Teams Chat 
to view other tenta�ve event dates. If available, put your event in as a tenta�ve placeholder. 

 
Step 3: Submit Your Forms and Schedule Your Mee�ng 

https://www.wm.edu/offices/studentleadershipdevelopment/clubsandorganizations/policies/index.php
https://www.wm.edu/offices/studentleadershipdevelopment/
https://www.wm.edu/offices/deanofstudents/services/communityvalues/studenthandbook/alcohol_beverage_policy/index.php
https://www.wm.edu/offices/deanofstudents/services/communityvalues/studenthandbook/events_with_alcohol/index.php
https://www.wm.edu/offices/studentleadershipdevelopment/clubsandorganizations/policies/useofcampusfacilities/index.php
https://www.wm.edu/offices/studentleadershipdevelopment/clubsandorganizations/policies/universitymarks/index.php
https://www.wm.edu/offices/wellness/ohp/alcohol-and-substances/events-with-alcohol-training/index.php
https://www.wm.edu/offices/wellness/ohp/alcohol-and-substances/events-with-alcohol-training/index.php
https://wmedu.sharepoint.com/:b:/r/sites/BUS-MasonMBAAssociation-2024-2025ClubLeads/Shared%20Documents/2024-2025%20Club%20Leads/Event%20Planning%20Guide/Club%20event%20and%20Marketing%20forms/Club%20Event%20Request%20Form.pdf?csf=1&web=1&e=Dd3Fht
https://mason.wm.edu/current/mymba/academics_modified/index.php
https://events.wm.edu/calendar/upcoming/masonftmba


o Complete the MBAA Logis�cs and Room Request Form 
o Schedule an event planning mee�ng with MBA Programs Office to review your request via 

Mee�ng Request 
 
Step 4: Event Funding & MBAA Approval 
Before comple�ng Step 3- Have you received approval from MBA Programs?  
 
If YES, then proceed to checklist below: 
 

o Present Idea to VP of Finance: Abhishek apasari@wm.edu for Budget Approval (Note: If using 
tablecloths for your event, then dry cleaning will need to be factored into the budget) 

o Follow these steps MBAA Clubs Process for Reimbursement Steps.eml 
o You must submit you funds request 10 days before the event to Abhishek 
o Need More Funding? Head to These Organiza�ons: 
 Student Ac�vi�es 
 Center for Student Diversity  
 Reves Center for Interna�onal Studies  
 Alterna�ve op�on: Collaborate with another MBAA Club or Commitee to combine your funds 

 
Please Note: Events are not officially scheduled nor are room reserva�ons valid un�l the event is 
approved by the MBA Program Office and the MBAA. 
 
Step 5: Select a Speaker (Op�onal) 
Speakers for events can come from a variety of sources: 
 
TIP: Most speakers respond best when given a choice of available dates. If the speaker has a very tight 
schedule, the speaker may give you dates. Always ask for more than one possible date/time. 
 

o Career-Related: If you are going to host a career-related workshop or event, you must  
meet with Graduate Career Management Center (GCMC) 

o Execu�ve Partners: Execu�ve Partners (EPs) can be contacted via EP@mason.wm.edu 
o Alumni: If you would like to contact alumni to speak to your club then email Programs  

via mbaprogram@wm.edu. Programs will connect you with Alumni Rela�ons. 
o W&M President: Email Programs via mba@program@wm.edu. DO NOT atempt to  

email the President directly. 
 

Step 6: Materials for the Event 
o Tablecloths? Contact Rob via rkirby@wm.edu to access tablecloths 

 REMEMBER: You MUST Dry Clean these a�er your event or your club will be put on proba�on  
o Miscellaneous Decora�ons? MBAA Closet (See Club Leads Team Chats > Event Planning Guide > 

MBAA Closet Inventory for more details), to see materials in-person please contact Rob via 
rckirby@wm.edu 

 
NOTE: Materials Must be checked out via MBAA Closet Excel Sheet (See Club Leads Team Chats > 
Event Planning Guide > MBAA Closet Inventory) 

 
Step 7: Marke�ng Your Event 
Use this checklist: 

https://wmsas.qualtrics.com/jfe/form/SV_bmGOGAGE7CedZzM
https://outlook.office365.com/book/WilliamMary3@wmedu.onmicrosoft.com/
mailto:apasari@wm.edu
https://wmedu.sharepoint.com/:u:/r/sites/BUS-MasonMBAAssociation-2024-2025ClubLeads/Shared%20Documents/2024-2025%20Club%20Leads/Receipts%20%26%20Expenses%20(MBAA%20Clubs%20Finance)/MBAA%20Clubs%20Process%20for%20Reimbursement%20Steps.eml?csf=1&web=1&e=pABAcM
https://www.wm.edu/offices/studentleadershipdevelopment/funding/index.php
https://www.wm.edu/offices/deanofstudents/services/studentdiversity/
https://www.wm.edu/offices/revescenter/index.php
https://mason.wm.edu/careers/graduate/contact/index.php
mailto:EP@mason.wm.edu
mailto:mbaprogram@wm.edu
mailto:mba@program@wm.edu
mailto:rkirby@wm.edu
mailto:rckirby@wm.edu


 
o Create Google Form for par�cipants to fill out (Remember to set the deadline date for RSVPs) 
o Schedule mee�ng with VP of Marke�ng & Communica�ons: Akshat via aagarwal05@wm.edu  

discuss Instagram post + promo�on of event via Programs Newsleter 
o Submit Event via Upcoming - MBA Associa�on Events (wm.edu) (right hand corner to “Create 

Event”) REMEMBER: Include Google Form Link  
(Need Help? Contact Akshat via ) aagarwal05@wm.edu 

o Op�onal (Though Highly Recommended): Join Programs during “Ask the Staff” to do in-person 
sign-ups for your event  

o Lastly, add event to Club Leads Team (Files > “MBAA Event Calendar 2024-2025”) 
Link to request form: Marke�ng Request Form (1).pdf 
Please Note: We encourage you, where appropriate, to invite other Mason School programs (including 
Part-Time MBA, Execu�ve MBA, Online MBA, and One Year Master's Programs). In order to do so, please 
contact the MBA Program office first. We will pass on your invita�ons for you. Please note that events 
are not officially scheduled nor are room reserva�on valid un�l the event is approved by the  
MBA Program Office and the MBAA 

 
 
 
 

mailto:aagarwal05@wm.edu
https://events.wm.edu/index.php/go/masonmbaa
mailto:aagarwal05@wm.edu
https://wmedu.sharepoint.com/:b:/r/sites/BUS-MasonMBAAssociation-2024-2025ClubLeads/Shared%20Documents/2024-2025%20Club%20Leads/Event%20Planning%20Guide/Club%20event%20and%20Marketing%20forms/Marketing%20Request%20Form%20(1).pdf?csf=1&web=1&e=za2zM3

