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Saint Joseph’s University Special Event Planning Procedures 

Sample Staffing Plan
Last Updated: January 29, 2020



Event Name
Date
Location


Volunteer Staffing Plan - Dress:  Business attire, SJU name tags
[Event Description – Include two to three paragraphs of event details that staff must know. Background, sponsors, guest counts, operational details, security information.]
Event Timeline
[A detailed agenda of the event.]

4:45 pm

Private reception doors open – admission by list only

4:45 pm

General admission doors open – admission by list only

4:45 pm

Dignitary arrives

4:45 – 5:10 pm
Author signs books

4:45 – 5:30 pm
Private reception in Location
5:45 – 6:45 pm 
Program takes place




5:45 pm – Welcome and intro remarks




5:50 pm – Moderated discussion




6:30 pm – Moderated audience Q&A




6:45 pm – Conclusion of program

7:40 pm

Dignitary departs
Staff Assignments: 
4:00 pm arrival, when all guests are seated, feel free to be seated
· Reception registration at Location – 2 Staff Names
· Reception room – Location –  Name
· Reception greeters – Location – 4 Staff Names
· Reception runner – Location – Name
· Staff VIPs – Name
4:00 pm arrival, when program begins, feel free to be seated
· General Admission registration – Location – 9 Staff Names
· General Admission runner – Location – Name
· General Admission greeters & programs

· Location – Name, Student Volunteer 
· Location – Name, Student Volunteer
· Location – Name, Student Volunteer
· Location – Name, Student Volunteer
· Location – 2 Names, 2 Student Volunteers
· Location – 2 Names, 2 Student Volunteers
5:30 pm - Escort Guests– 6 Names

6:45 pm – Location – 4 Names
