
PLANNING A 
SUCCESSFUL EVENT

Campus Event Planning Tips
for Rider Faculty and Staff 
Lawrenceville Campus Events

COVID-19

 EDITION



The Role of Auxiliary Services
●

●

●

●

●



FOCUSED ON CUSTOMER SERVICE



Online Resources for Future Reference

www.xxxxxx.rider.edu

http://www.rider.edu
http://www.specificresourcelink.rider.edu


Internal vs. External Events
Internal External

Risk Management is everyone’s responsibility

The
Gray
Area

Third Party/Vendor

Hold Harmless Agreement

Certificate of Insurance required



CONTRACTS & Waivers

●

●

●



Contract Approval - submit request via form on myRider

https://myrider.rider.edu/

https://myrider.rider.edu/


CONTRACTS & Waivers

●

●

https://www.rider.edu/about/offices-services/
auxiliary-services/campus-event-planning

https://www.rider.edu/about/offices-services/auxiliary-services/campus-event-planning
https://www.rider.edu/about/offices-services/auxiliary-services/campus-event-planning


PLANNING A 
SUCCESSFUL EVENT

Getting Started

COVID-19
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Things to think about… 

●

●

●

●

●

●

●



Choosing a Space
●

●

●

●

●

Be 

Flexible!!



RESERVING THE SPACE

Campus Scheduling

COVID-19

 EDITION



25Live Scheduling Software

https://25live.collegenet.com/rider


Scheduling Your Event in 25Live



25Live Reservation Timeline 



Event Request Confirmation

●

●

●



25Live Scheduling Reminder



APPROVING THE 
PROPOSED EVENT

COVID-19

 EDITION

NEW 
STEP

   for in-person events



Event Approval Process
●

●

No 
audience



Event Approval Process Performance Based Events

https://forms.gle/BFzpkoQBc18wxn2P9

https://forms.gle/BFzpkoQBc18wxn2P9


Event Approval Process Performance Based Events



Event Approval Process Performance Based Events



EVENT OVERSIGHT for in-person events

●
●



EVENT OVERSIGHT for in-person events



APPROVED!

Planning your event

COVID-19

 EDITION



EVENT SET UP
●

●

●

●

●

●

●

mailto:events@rider.edu


EVENT SET UP

●

●
●

●

27
https://login.myschoolbuilding.com/msb?acctNum=

119746864&productID=MD

https://rider.teamdynamix.com/TDClient
/1969/Portal/Home/

https://login.myschoolbuilding.com/msb?acctNum=119746864&productID=MD
https://login.myschoolbuilding.com/msb?acctNum=119746864&productID=MD
https://rider.teamdynamix.com/TDClient/1969/Portal/Home/
https://rider.teamdynamix.com/TDClient/1969/Portal/Home/


Choosing a Setup



Choosing a Setup



Tabling

●

●

●

●

●

●



Rider Dining and Catering

●

●

●



Rider Catering - Menu and policies
●
●

www.dineoncampus.com/riderdining

http://www.dineoncampus.com/riderdining


Alcohol Compliance

●

●

●



Media Services 

●

●

●

○

○

○

○

○

○



Media Services 

https://rider.teamdynamix.com/TDClient
/1969/Portal/Home/

https://rider.teamdynamix.com/TDClient/1969/Portal/Home/
https://rider.teamdynamix.com/TDClient/1969/Portal/Home/


Zoom meeting vs. webinar

https://rider.teamdynamix.com/TDClient
/1969/Portal/Home/

https://rider.teamdynamix.com/TDClient/1969/Portal/Home/
https://rider.teamdynamix.com/TDClient/1969/Portal/Home/


NOT Media Services!
●

●

●



Where to Park



Parking & Safety Concerns

●

●

●



Requesting Transportation

CHANGE SCREEN SHOT

https://www.rider.edu/offices-services/auxiliary-services
/transportation/request-transportation

https://www.rider.edu/offices-services/auxiliary-services/transportation/request-transportation
https://www.rider.edu/offices-services/auxiliary-services/transportation/request-transportation
https://www.rider.edu/offices-services/auxiliary-services/transportation/request-transportation


Waiver and Assumption of Risk Forms (AOR) 
●

○

○

○

https://www.rider.edu/offices-services/auxiliary-services
/transportation/waiver-assumption-risk-forms 

https://www.rider.edu/offices-services/auxiliary-services/transportation/waiver-assumption-risk-forms
https://www.rider.edu/offices-services/auxiliary-services/transportation/waiver-assumption-risk-forms
https://www.rider.edu/offices-services/auxiliary-services/transportation/waiver-assumption-risk-forms


Event Promotion

●

●

●

●

●

●

●



Event Promotion

●

●

●

○

○

○

https://www.rider.edu/about/offices-services/university
-marketing-communications/request-creative-services

https://www.rider.edu/about/offices-services/university-marketing-communications/request-creative-services
https://www.rider.edu/about/offices-services/university-marketing-communications/request-creative-services


Event Promotion

●

●

●

●

https://www.copynetsolutions.com/store/log
in.aspx?SerialNum=500270

https://www.copynetsolutions.com/store/login.aspx?SerialNum=500270
https://www.copynetsolutions.com/store/login.aspx?SerialNum=500270


Reminders

●

●

●



Campus Event Planning webpage 

https://www.rider.edu/about/offices-services/
auxiliary-services/campus-event-planning

https://www.rider.edu/about/offices-services/auxiliary-services/campus-event-planning
https://www.rider.edu/about/offices-services/auxiliary-services/campus-event-planning


Contacts



Spring Semester will look like Fall Semester
Keep up the good work!

https://www.rider.edu/resolved-and-ready

https://covid19.nj.gov/

https://www.rider.edu/resolved-and-ready
https://covid19.nj.gov/
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