
EVENT PLAN

	Event Name:
	School of Arts and Sciences Annual Symposium: 
"The Nexus: Space, Environment, Health, and Sustainability"

	Event Dates:
	May 8th ,2024

	Event Lead:
	Dr. Meshal Alobaid

	Estimated Budget:
	2,500 KD



Vision of Event: The aim of the Spring 2024 SAS Symposium Event is to provide a platform for students across various disciplines to present their knowledge / subject of interest / academic projects, with a specific focus on senior projects, ethics considerations, technical presentations, and other courses contributing to the university's diverse academic landscape. This event serves as an opportunity for all the students to showcase their area of interest, receive feedback with subject matter experts/industry experts (Advisory boards from industry), stimulating continuous improvement towards diverse field of Arts & Science academic programs.
Provisional Logo: [image: ]
Event team: Dr. Meshal Alobaid, Dr. Naheda Alkazemi, Dr. Vishal Muther, Dr. Radhika Guleri, Dr. Samer, Dr. Ali Adnan,
Time:     9:00 – 15:00                Location: Various (Building B 1st floor – Auditorium – Art Lounge)             
Estimated attendance: Campus students and applicants (100-200)


 
Event Elements:

	Elements of the
Event
	Description of Element
	Lead
	Stakeholders
	Milestones

	Facilities/Inventory
	Poster Hangers
E-Banners
Decorations
Electrical Extensions
	Dr. Naheda
Dr. Meshal


	Mr. Adnan
Mr. Titus
	04/17: Site Review and overview of the plan
04/19: Request poster hangers, decorations, and Electrical Extension
04/27: Remove setup


	IT
	4 ID Scanner
4 Laptop
Auditorium support

	Dr. Ali Adnan
Dr. Meshal

	
	04/19: Request equipment/Support
04/27: Remove setup

	Marketing 
	Event flyer design 
Digital Signage 
Social Media Posts
coverage Photo & Video of the event
Communication email
E-Banner
	Dr.Meshal
Dr. Radhika

	Mr. Zend 
Mr. Syed
	04/10: Request all relevant coverage 
04/24: Confirm all requests are ready.
04/25,26, &27: Digital Signage & Social Media Posts
04/26 & 27: Ensure Marketing takes pictures and video of the event

	Maintenance
	Ensure the area is properly cleaned after each day of the event. 
	All team members

	
	04/19: Request support cleaning after the event
04/26&27: Confirm their support.


	Student Conduct Officer
	Ensure the safety of the students
	Dr. Samir 
Dr. Meshal

	Ms. Lina
Ms. Hasnaa
	04/19: request their support. 
04/24: Confirm their support.


	Retail Operations




	Food vendors will be stationed at the event. 
Food orders 
Create vouchers. 
F&B order  
	Dr. Radhika
Dr.Meshal

	Mr. Anto
	04/10: Initial meeting to receive vender's options & create vouchers.
04/12: Confirmation from the Vendor
04/17: Submit finance approval for vouchers.
04/24: Collect vouchers. 


	SECURITY
	Food Delivery 
Support managing and monitoring setup/teardown crews. 
	Dr. Vishal Muther
Dr.Meshal


	Ms. Ahna Deller
	04/19: Submit all order delivery information.
04/19: Submit speakers/applicants information for access.
04/19: Request their support.
04/24: Confirm their support

	MISC 
	Copy Center- Print flyer and needed documents 
	Dr. Vishal Muther
Dr.Meshal

	Mr. Jess
	04/19: Request printing flyers and all needed documents in specific dimensions
04/24: Collect all printed documents
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The Nexus


Additional Considerations:	Documentation Needed:
	NO
	Will the press be invited?
	
	Yes
	Event Plan
	
	YES
	Location Set-Up

	NO
	Will there be VIP guests invited?
	
	Yes
	Budget
	
	NO
	Weekly Action Plan

	NO
	Will clubs be involved?
	
	No
	Itinerary
	
	NO
	Run of Show


Project Timeline:
04/10: Marketing - Request all relevant coverage  
04/10: Retail Operations - Initial meeting to receive vender's options & create vouchers  
04/12: Request support from Student Affairs- Building announcement, Email invitation, and Support 
04/12: Retail Operations - Confirm Vender's  
04/17: Retail Operations - Submit finance approval for vouchers 
04/17: Facilities: Site Review and overview of the plan
04/19: Facilities Request poster hangers, decorations, and Electrical Extension 
04/19: SECURITY - Submit all order delivery information and Information for Speakers and Applicants for access
04/19: Maintenance - Request support cleaning after the event 
04/19: Student Conduct Officer - request their support  
04/19: SECURITY - Request their support
04/19: MISC - Request printing flyers and all needed documents in specific dimensions 
04/25: Retail Operations - Collect vouchers   
04/25: Marketing - Confirm all request are ready
04/25: Student Conduct Officer - Confirm their support  
04/25: SECURITY - Confirm their support 
04/26: MISC - Collect all printing  
04/25: Email communication – Marketing email 
04/25: Overview of the plan and confirm all requests 
05/05: Marketing - Digital Signage & Social Media Posts 
05/05: Maintenance - Confirm their support  
05/05: Marketing - Ensure Marketing taking pictures and video of the event
05/05:: Site Review

	


Event Logistics Reminder:

	Logistics Checklist
	Include in Kick Off Meeting? 
	Advanced Notice Information 
	AIU Campus Contact
	Notes

	Security
	Yes
	Large scale events: 2 weeks before, send itinerary and request for support
 
Internal events: 1 week before, send itinerary and request for support
 
	Anna a.deller@aiu.edu.kw
	Logistics informed

	IT Set-Up & Event Support
	Yes
	Inform 2 week before event of specific needs.
 
	Mr. Mosab 
	 

	Facilities
	Yes
	Work with defining event layout as part of planning phase, confirm set-up at least 3 days before event.
	Adnan
a.aslam@aiu.edu.kw 
	 

	Food&Bev
	
	Send final Food & Bev needs 2-3 weeks before event.
 
	Anto
a.mathew@aiu.edu.kw 
	It takes 1 week to coordinate vendor logistics.

	Health & Safety
	Only for elements regarding power, fire, and electric requirements.
	 
	Mr. Eldose Paulose
	If there are any food vendors, they must be approved by Health & Safety to serve food on campus

	AIU Campus Community Communication
	Yes
	 
	Zend, Sayed, Ahmed, Zina, Shince Marketing team
	 

	Student Attendance Tracking
	For speakers auditorium and for Poster presentation applicants
	 
	Mr. Mosab
	

	
	 
	phase, confirm set-up at least 3
days before event.
	 
	 



image1.emf

image2.png
AMERICAN
INTERNATIONAL

\i UNIVERSITY




