
Before we begin...

Use the chat feature to list
your:
1) name
2) organization name
3) officer position

Fill out the RSVP LINK:
https://tinyurl.com/RCOAca
demyReg
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Overview:



Please welcome Vernette, Andrea & their team to talk
about their resources and events for the Community
Engagement Center! 

The CEC Staff are currently working from home in efforts
to meet the physical distancing requirements brought
by COVID-19. Phone: (209) 355-6824 or (209)228-4201
Email: communityservice@ucmerced.edu
Hours: 9:00AM - 5:00PM, Monday - Friday

COMMUNITY
ENGAGEMENT
CENTER



4 Tips for
Event
Planning &
Programming



 What are my organizations goals and
objectives?
 How can my event meet those
overall goals and objectives?
 What do I want to achieve with this
event?

Some questions to think about:
1.

2.

3.

Goals and Objectives will guide you
through planning and preparing for the
rest of your event.

TIP #1:
GOALS &
OBJECTIVE
S



TIP#2: PLAN
EARLY
If you know you are going to organize an event, then
start planning for it. Doesn’t matter if you don’t have the
confirm dates, venue, speaker, or any information to start
with. 

Planning early will give you enough time to research and
do your homework. It gives you the time to reach out to
any key players into getting your event ready and
approved!

Due to COVID-19, OSI recommends a minimum of 6
weeks in advance. 



Planning alone is difficult and
time consuming! Having a
team you can rely on & to
bounce ideas around with is
crucial!

Identify a committee of
members to help you plan and
execute the event.

Create goals and deadlines 

Delegate tasks and empower
your team to complete them!

TIP #3: 
TEAMWORK



Event Flyer:
What platforms are you going
to use to market your event?

email, website, social media, etc.

Hashtags
Can you have any other org or
department cross promote for
you?
Registration/RSVP Link?

Coming up with a marketing and
communication plan is key to your
events success. Here are some things
you should consider: 

TIP #4:
COMMUNICATION&
MARKETING PLAN

First Invitation
Social Media Post
Second Invitation
"Reminder Email" - with
logistics
"Day Prior" reminder
Thank you and follow up
materials

Once you have your finalized
flyer...

- 



OSI EVENT POLICIES &
APPROVAL PROCESS





3-4 week approval
process (hybrid or
if anything needs
to be purchased)
Plan for all virtual
Fall 2020

Important things to
note from previous
slide: 



All RCO events,
meetings,
programs need to
100% Virtual for
Fall 2020
All events,
programs,
meetings need to
be inputted on
CatLife



RCO Accountability
Agreement (next slide)
Interim Policy - Universal
Requirements for Physical
Mitigation & Reduction of the
Transmission of COVID-19
UC Merced Principals of
Community
Code of Student Conduct

Important Policy Reminders for
RCOs:





HOW TO SUBMIT AN EVENT



SUBMITTING AN EVENT ON CATLIFE

The Office of Student Involvement is happy to assist you in submitting your events and activities to CatLife, to ensure a
successful partnership we ask that you please provide all information and allow 3 – 5 business days to process your

request and you will get a notification when it is approved or denied 
(*virtual events only - anything hybrid, in-person, or that needs to be purchased will take longer)

Please make sure you have the following information about your activity and event.  All this information is required
information in order to post your activities and events on Catlife.  

Name of Event       
Short description of event and details     

Event Start and End Date      
Event Start and End Time      

Location or link to virtual event    
Contact Person

Guidelines for image files:  This is the most difficult part of submitting activities and events as typical poster sizes or flyers
often have to be cropped.  We recommend cropping close to 2/3 of a traditional size flyer as the dimensions in the

system is similar to the size of a postcard.  Use the following guidelines to get the highest quality Event Cover Photo.
Dimensions: Image should be 1300px by 780px or larger and horizontal in orientation. All images will be cropped to a

1.67:1 aspect ratio.File Type: JPG, JPEG, GIF, PNG and PDF.File Size: Use a photo that's no larger than 10MB.General: Avoid
images that have text or logos. PDF files will not have a preview and cannot be cropped









NEED TO PURCHASE
SOMETHING FOR AN
UPCOMING EVENT?





There are different protocols and procedures for
having events in-person! We will change this
presentation and send updates to our RCO
community once those changes go back into place.  

You can request room or outdoor spaces at
rooms.ucmerced.edu

System is offline until further notice. Expected
Update January 2021

FOR THE
FUTURE...



"The strength of the team is each
individual member. The strength
of each member is the team."
- Phil Jackson

Questions
and

Discussion





Please reach out to us with any
questions or concerns!

Hayley Montoya, Coordinator of
Student Involvement and
Developmental Programs
hmontoya2@ucmerced.edu

or RCO Team
clubsandorgs@ucmerced.edu


