
PLANNING A 
SUCCESSFUL EVENT

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



The Role of Auxiliary Services
● Non-academic revenue producing areas of the university.

Oversee campus dining, mail services, Ricoh print services,
University Bookstore, SRC Fitness Center, transportation, and
vending services

● Schedule all non-academic use of facilities on campus
including the Bart Luedeke Center, the Student Recreation
Center, the theaters and outdoor spaces

● Provide a wide array of event and conference services
including event planning and management for both internal
and external clients

● Manage the Bart Luedeke Center and Student Recreation
Center

● Help the campus community navigate COVID-19 restrictions
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Internal vs. External Events
Internal External

Program for which there is no 
Rider University sponsorship

Rental fees charged

Must work with Rider 
Conference Services
  Must sign Facilities Use
    Agreement
      Certificate of
         Insurance required

Risk Management is everyone’s responsibility

Sponsored by a subset or 
affiliate of the University, 
which is recognized by the 
University, whose activities 
are directly related to its 
function.  This may also 
include a Student 
Government Association 
(SGA) recognized student 
organization.

University insurance 
coverage

The
Gray
Area

Third Party/Vendor

Hold Harmless Agreement

Certificate of Insurance required



CONTRACTS & Waivers

● Whenever monetary compensation is offered to a speaker,
performer or vendor in exchange for services, a contract and
Certificate of Insurance are required

● Waiver or Hold Harmless Agreement is required to bring groups to
campus

● All contracts must be submitted for review by University General
Counsel completing a Contract Request Form. All contracts must
be reviewed by legal and signed by Jim Hartman, CFO.



Contract Approval - submit request via form on myRider

https://myrider.rider.edu/

https://myrider.rider.edu/


CONTRACTS & Waivers

Every external person coming to campus needs to 
sign the COVID 19 Assumption of Risk/Waiver of 
Liability/Indemnification Agreement 

● Form can be downloaded from Campus Event
Planning webpage

● Signed forms should be sent to Auxiliary Services
Office, SRC second floor

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 
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Getting Started



Things to think about… 

● When do I want to have my event?Do I
have an alternative date?

● Where do I want to have my event?Do I
have an alternative space?

● Am I going to have food service?
● Do I have audio visual needs?
● Where will my participants park?

● How will I promote my event?



Choosing a Space
● Appropriate for the number of people

● Appropriate for the kind of event

● Appropriate setup for the space / event

● Breakout and adjoining rooms

Be 

Flexible!!



RESERVING THE SPACE

Campus Scheduling



25Live Scheduling Software
ALL spaces to be used on campus must be 
reserved in the 25Live scheduling system, 
including outdoor space

Detailed 25LivePro training is available upon 
request (small group or individual virtual training 
sessions)  email scheduling@rider.edu

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

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


Scheduling Your Event in 25Live



25Live Reservation Timeline 
Classroom use is scheduled by Registrar’s Office 
before performance, event and meeting use can be 
scheduled

*BLC NJM Community Lounge, SRC Seminar Room, Lynch Adler Hall 
202 and Daly Mercer/Lawrenceville/Princeton Room may be 
repurposed as classroom space and are not able to be scheduled 
at this time

Check the Scheduling Page for deadlines for to begin 
entering event reservations 

*Scheduling timeline is subject to change as decisions are made 
regarding campus use plans. Your patience is appreciated during 
potential delays in approval time.



Event Request Confirmation

● Reservation is tentative
until proposed event has
been reviewed and
approved.

● Be sure to read it
carefully, check for errors

● Don’t advertise before
your event is approved
and confirmed



25Live Scheduling Reminder
Only Rider faculty, staff and student leaders representing an SGA 
recognized student club or organization can submit space requests in 
25Live

If a student needs a space for a purpose tied to curriculum the faculty 
member should submit the request using the following format:

The reservation title should be (Student Name) (Event Type).  

The following academic information must be included in the Comments section: 
- Student Name
- Event type/Purpose
- Subject Code
- Course Number
- Section
- Instructor Name

Example submission to 25Live
Title: Jane Doe Rehearsal
Comments: Jane Doe Rehearsal MUS 128 N1 INSTRUCTOR



APPROVING THE 
PROPOSED EVENT



EVENT OVERSIGHT for in-person events
Campus Events:  planned by faculty, staff, departments and offices 
Must reserve space via 25Live scheduling software, submit Google 
form and go through approval process 
Oversight: Special Events Committee

WCA Events Committee for WCA performance-based events
Auxiliary Services Event Management

Student Events:  SGA approved Rider student group or organization 
Must reserve space via 25Live scheduling software, submit Google 
form and go through approval process on BroncNation.  
Oversight:  Special Events Committee

Office of Campus Life

External Events: ALL external groups must work with Conference 
Services to reserve space and plan their event



APPROVED!

Planning your event



EVENT SET UP
● 2 weeks prior to event

● Coordinate with Event Operations  events@rider.edu

● We can prepare diagram for you

● Event Operations team will handle all set ups

● Scheduling Office will scheduling time and submit
work order for cleaning/sanitizing before/after your
event

mailto:events@rider.edu


EVENT SET UP

Facilities work order
● Electric

● Trash pick up
(including pizza
boxes!)

OIT ticket

● Media Services for
audio visual needs

● Polycom phone for
conference calls

You are responsible for submitting 

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/


Theater Style 
Rows of chairs all 
facing the front of the 
room 

Classroom Style 
Six foot tables with 
seating for three on 
one side all facing 
the front of the 
room 

Choosing a Setup



Round Tables and 
Chairs
Round tables with 
chairs around (usually 
10 chairs per table) 

Conference Style
Six foot tables put 
together with chairs 
around

Choosing a Setup



Tabling

● Outdoor tabling is permitted.

● Indoor tabling is permitted in the SRC lobby and the
BLC lower lobby only.

● Those approaching the table should also wear a
face covering.

● Event Operations will set up. Do not move tables!

● For assistance call ext. 7700



Rider Dining and Catering

● Catering is available

● All orders must be placed 72 hours in advance

● Please let us know if any of your guests have 
any food allergies so we can accommodate 



Rider Catering - Menu and policies
● Carved and Crafted Contactless Catering Guide
● Place order online via CaterTrax

www.dineoncampus.com/riderdining

http://www.dineoncampus.com/riderdining


Alcohol Compliance

● Alcohol and bartenders are ordered
through Rider Catering at least two weeks
prior to event

● Alcohol compliance form found on Rider’s
Campus Event Planning webpage

● ABC Permit required if guests pay to
attend event or for alcohol



Media Services 
Staff
● Industry Certified

Professionals
● Student Technicians
● Support available with

2 days notice on weekdays
and 4 days notice on
weekends

Services
○ Microphones

○ Projectors

○ Laptops – request for
Lynch Adler 202,
BLC Theater,
Yvonne Theater

○ Video Conference

○ Video Streaming

○ Video Recording



Media Services 
Submit an OIT ticket online or call OIT Help Desk at 
x3000 for Audio Visual Support, Consultation and Event 
Set up 

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

Zoom meeting
Under 300 people
Set up yourself via Zoom

Zoom webinar
Over 300 people
OIT ticket or call OIT 
Help Desk x3000
Dayne Lewis will assist 

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!
● Don’t supply furniture – request lectern

or podium via events@rider.edu with
room set up

● Don’t supply Polycom - request by
submitting an OIT ticket

● Don’t do computer repair – contact
OIT Help Desk



Where to Park



Parking & Safety Concerns

● If you have a large group during class time,
you will need to plan for alternate parking.

● If your event may require assistance from
Public Safety to ensure crowd safety or traffic
control, please call Officer Matt Babcock to
review your event.

● You are responsible for your guests.



Requesting Transportation
Chartered travel must be booked through 
Stout's 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) 
● Waiver and Assumption of Risk Forms must

be completed for all university sponsored
off campus travel including personal
vehicle use

○ Internships
○ Community Service
○ Club and organization travel

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

● Rider website

● Rider News

● The Bronc 107.7

● AxisTV

● Social media
@RiderUniversity

● Bulletin Boards - All
flyers must be
stamped by Office of
Campus Life

● H-Stake signs – must
be approved by
Auxiliary Services and
include university seal
in design



Event Promotion

● Graphic design

● Photographer

● Communication
○ Email

○ Social media

○ Publications

University Marketing and Communications

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

● Graphic design

● Printing

● Copying

● Signs

ricohprint@rider.edu

Rider Print Services

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

● Be sure to CANCEL your room reservation
by emailing scheduling@rider.edu and

● CANCEL all scheduled services
(Catering, Media Services, Facilities, etc.)

● If unsure, just ASK!



Campus Event Planning webpage 
http://www.rider.edu/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
https://www.rider.edu/about/offices-services/auxiliary-services/campus-event-planning


Contacts
Scheduling Monte Brown Ext. 5326

scheduling@rider.edu 

Internal Events & Conferences Michael Savard Ext. 7168
Event Operations events@rider.edu 

External Camps & Conferences Sue Croggon Ext. 7337
conferences@rider.edu 

Ext. 5322
ridercatering@rider.edu 
Matt Wade Ext. 7375

 Catering

OIT Media Services 

Public Safety Matt Babcock Ext. 5029



Keep up the good work!

Resources:
Rider Resolved and Ready NJ 
COVID-19 Information Hub 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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