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STUDENT ORGANIZATION EVENT OUTLINE
Before the Event:

1. Secure your lecturer and/or panelists

a. Will they be giving a presentation?  Will they bring their own laptop?  Is it a Mac or PC?

b. Make sure your speaker has a contact person, number and email for the event.

c. Give your speaker an idea of the audience you are expecting (number of students, year in medical school) and the type of information that is relevant to them (i.e. We just studied the pulmonary system, so everyone will be familiar with…)

d. Get a title for the presentation

e. Presentations regarding Residency should be vetted through the SAO.

2. Reserve the date on the Medical Student Events Calendar. 

3. Reserve a space and equipment for the event.  

a. Lecture Halls and conference rooms can be reserved through the Receptionist in the Dean’s Office

b. The LRC rooms are reserved through Margaret Govea in ED&R (60-051 CHS, mgovea@mednet.ucla.edu)

c. AV equipment is reserved through:

i. Evie Kumpart in Student Information Systems, 14-176 CHS

ii. Biomedical Library

iii. ED&R, 60-051 CHS

d. Chairs for panelists can be borrowed from the SAO or student organization space.

e. Extra tables are available on the 6th floor closet (keys in SAO and ED&R)

4. Invite your faculty advisor; he/she should have first right of refusal for introducing the speaker.

5. Apply for funding

a. SAO funding requires a minimum of 2 weeks notice to process.  That’s 10 working days…

b. MSC funds additional events at the discretion of the Budget Committee.  Proposals must be submitted a minimum of ONE WEEK prior to the first Tuesday of the month.  Email proposals to the BC Chair.

c. Colleges require varying degrees of notice.  Submit a proposal to the College Chairs and Coordinator explaining the relevance of the group, event and speaker to the mission of the College. Info on the Colleges is at http://www.medstudent.ucla.edu/current/CareerAdvising/Colleges.cfm.

d. Departments will often fund an event if you ask the Chair or Residency Program Director.  Better yet, have your faculty advisor ask on behalf of the group!

e. Outside Funding is strongly encouraged, especially for Regional and National Groups.  Research chapter grants and awards this summer to take advantage!

6. Advertise!

a. White Boards in 63-105 CHS, 73-105 CHS and LRC

b. Announce the event before lecture

c. Ask your class officers to send out an email to the listserv

After the event:

1. Thank your speaker.  Email is fine, but send a note within 5 days of the event.

2. Thank the funding source and give a brief report if appropriate

a. MSC requires a follow-up form

b. Departments may want a sign-in sheet – make sure to check with them.

c. Give any receipts to the funding source – they need them!

3. Add your event to your renewal form – keep a running list so you’ll be ready to turn in an overview of your events at the end of the year

For Major Events (i.e. Banquets, Conferences, Fundraisers, Health Fairs):

1. Develop a timeline with your faculty advisor at least 3 months in advance

2. Inform the SAO, MSC and Class Officers of your event as soon as possible.

a. Organizing group and coordinators

b. Dates and times

c. Website

d. Funding sources

3. Reserve conference facilities as far in advance as you are able

a. UCLA Conference Facilities may be reserved one year prior to the event

i. Budget information from Meredith

ii. Estimated number of attendees

4. Give participating faculty and staff notice of the event

a. 6 weeks for faculty/staff

b. Reminder at 3 weeks 

c. Confirm participation at 1 week and day before

Health Fairs

1. Work with the Medical Student Council Health Fair Advisory Committee

a. Timeline

b. Tasks

c. Liability

d. Faculty involvement

2. Make sure your faculty advisor is informed of your timeline

a. When to contact faculty

b. How to contact faculty

