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Event Planning Guide 

Direct Link:  www.ship.edu/event_planning 

Also located at www.ship.edu by ŎƭƛŎƪƛƴƎ ƻƴ άCŀŎǳƭǘȅ ϧ {ǘŀŦŦέ ǘƘŜƴ ά9ǾŜƴǘ tƭŀƴƴƛƴƎέ 

 

This website was designed to be a central location for requesting services and facilities for all event 
planners at Shippensburg University.   

It was also designed to serve as an aid to all of the individuals "behind the scenes" who are an essential 
part of ensuring your events run smoothly.  This process will make certain that requests are received in a 
timely manner allowing better preparation, better time management, more efficient workload 
distribution, and cost savings in reduced overtime due to last minute requests. 

From reserving a room for a small meeting to planning an event for hundreds of people with catering, 
extra security, additional custodians, and room set-up this website will aid you through the entire 
process.  Please review the guidelines and take advantage of the event checklist to ensure all of your 
needs are taken care of for your next University event. 

If you would like your event process added to this site please contact Heidi Clark at hrclar@ship.edu.  

 

Á  All requests for event planning must be submitted at least two-weeks prior to the date of the 
event (unless otherwise noted on the form).  
 

Á Requests not submitted at least two-weeks prior to the date of the event may not be honored 
and could require a late fee and/or reimbursement of overtime expenses incurred to fulfill 
requests not meeting the required submission time.  
 

Á Please note that the submissions of requests are requests and not a guarantee.  You should 
receive a confirmation of approval/denial from the appropriate department.  
 

Á This site was created to aid Shippensburg University staff, faculty and administrators in event 
planning.  This site is not intended for use for non-Ship employees.  

  

http://www.ship.edu/event_planning
http://www.ship.edu/
mailto:hrclar@ship.edu
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Checklist: a printable 

PDF checklist to aid 

event planners in 

ensuring all areas are 

taken care of when 

preparing for an event. 

 

Contacts:  Includes 

contact information for 

various areas you may 

need to contact 

regarding planning for 

your event. 

Forms:  You will need 

to complete a form 

for each area you 

need service/ 

assistance from.  Also 

located in the lower 

right corner on the 

home page. 
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Room Reservations Request 

5ǳŜ ǘƻ ǘƘŜ ǾŀǊƛƻǳǎ ŎƻƴǘŀŎǘǎκǇǊƻŎŜǎǎŜǎ ŦƻǊ ǊŜǎŜǊǾƛƴƎ ǊƻƻƳǎκƭƻŎŀǘƛƻƴǎΣ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ άwoom 

wŜǎŜǊǾŀǘƛƻƴǎέ ȅƻǳ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ŀ ǇŀƎŜ ǘƘŀǘ ǿƛƭƭ ƭƛǎǘ ǘƘŜ ƭƻŎŀǘƛƻƴǎ ŀƭƻƴƎ ǿƛǘƘ ƴƻǘŜǎΣ ƛŦ needed.  You 

will then click on the location you are interested in reserving to go to the appropriate form. 
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Event Planning Contacts 

Due to the many contacts/processes for each areaΣ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ άPlanning Contactsέ ȅƻǳ ǿƛƭƭ ōŜ 

directed to a page that will list the area along with the name and contact information.   

 



5 

 

 

  



6 

EXAMPLE:  Completing a request to reserve Grove Forum 

From the home page (www.ship.edu/event_planning) 

{ŜƭŜŎǘ άwƻƻƳ wŜǎŜǊǾŀǘƛƻƴǎέ  

{ŜƭŜŎǘ άDǊƻǾŜ CƻǊǳƳέ 

 

Tab through the form and comǇƭŜǘŜ ŀƭƭ ƻŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ŎƭƛŎƪ ά{¦.aL¢ ±L! 9a!L[έ 

http://www.ship.edu/event_planning
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The following message may appear to confirm that you are attempting to submit your form 

electronically via email ς ƛŦ ǘƘƛǎ ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎΣ ŎƭƛŎƪ ά¸ŜǎΦέ 

 

An email will automatically open addressed to the appropriate contacts.  The completed form will be 

ŀǘǘŀŎƘŜŘΦ  ¸ƻǳ ƻƴƭȅ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ά{ŜƴŘέ to complete your submission.  You will now have record of your 

request in the sent items box within Outlook. 
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