
 

 

 
 

Instructional Division Event Planning Procedure 
Updated: 12/28/18 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
PROCESS 
 

When staff would like to host a professional development opportunity, the following steps should be taken: 
1. Certificated manager overseeing the event and the assigned support staff member will meet to discuss the professional 

development opportunity and research presenters, dates, locations, costs and budget implications, and other pertinent event 
components. Information on cost should be obtained on presenters, but contracts should not be signed. Locations can be 
booked as “HOLDS” only.  
 

2. Certificated manager and support staff will complete an “Event Planning and Approval Form” (EPF) electronically. Once 
completed, EPF should be printed (double sided preferred) and signed by the certificated manager and support staff. Once signed, 
paper EPF should then be submitted to Stacie Post-Sheffer & Jennie Snyder for approval. If any fliers/ printed items are being used 
to market the event, they should be attached to the EPF when it is submitted for approval.  
 

3. Stacie Post-Sheffer will review the submitted EPF. Once she reviews the basic event details and the budget figures, she will 
sign the EPF (noting any corrections needed) and forward the EPF to Jennie Snyder.  
 

4. Jennie Snyder will review the submitted EPF. Once she approves the content and premise of the event, she will sign the EPF 
(noting any corrections needed) and forward the EPF to Tara Beiden. 
 

5. Tara Beiden will enter the event information into the ID Events calendar; enter the event information into the Instructional 
Division Program Events summary; and enter the revenue/expense projections into the Content Support Event Revenue 
spreadsheet (when applicable). Tara Beiden will then forward the original fully signed EPF back to the support staff person 
involved with the event, forward a copy of the fully signed EPF to the certificated manager, forward a copy to Amanda Snook 
for marketing review, and keep a copy of the fully signed EPF for the main record binder. 
 

6. Once the EPF is returned to the support staff member and certificated manager, they should work together to make any 
corrections requested. At this point the certificated manager and support staff can confirm room bookings, confirm presenters, 
and start planning the actual event components.  
 

7. Once corrections are made and event components are confirmed, the support staff member should post the event onto the 
SCOE Classes section of the SCOE webpage (if applicable). Jamie Hansen in Admin must approve the event before it 
becomes viewable to the public.  
 

8. Once the support staff member confirms that the event has been posted on the SCOE Classes section of the SCOE webpage 
and is publicly viewable, the support staff member should alert the certificated manager that the event is posted so the 
certificated manager and/or support staff member can complete the ESS Eblast Request Form (if applicable).  

 
9. Certificated manager completes the ESS Eblast Request Form (link found at top of ISD newspage). Eblast will be sent by 

Amanda Snook on the date requested via MailChimp. Amanda Snook will also coordinate a Twitter post with Admin, if a post 
was specified on Eblast Request.  

 
10. Post-event, the support staff person involved with the event should ensure that all registration payments or other revenues are 

received; enter all actual revenue and expense information into the Content Support Event Revenue spreadsheet (when 
applicable); and process any final payments associated with the event.  

 
-------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
TIMELINE 
§ Program manager and support staff start planning event: At least 90 days in advance of event 
§ Event Planning and Approval Form submitted for review: At least 60 days in advance of event  (except in special circumstances) 
§ Event Planning and Approval Form reviewed, approved/denied, and returned: Within one week of submission (except in special circumstances) 
§ Class listing posted: At least 45 days in advance of event (except in special circumstances) and prior to e-blast 
§ E-blast send date: Preferably no less than 30 days (1 month) in advance of the event, and preferably no more than 75 days (2.5 months) in 

advance of the event (except in special circumstances). E-Blasts will be sent only once (except in special circumstances).  
 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
E-BLAST CRITERIA 
§ Prior to an E-Blast, the Event Planning Procedure steps should be met, approval of the event should have been obtained, and the class should 

be fully posted online.  
§ Instructions for completing the ESS Eblast Request Form are included on the form itself.  


