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E X T E R N A L  E V E N T S
External Event Clients

• Non-University Group

o Any group or individual that is not 

formally recognized or affiliated with the 

university.

• Individuals

• For-profit groups

• Non-profit groups 

• Includes professional organizations, societies, 
other universities, governmental agencies, and 
political groups. These groups may include university 
personnel, alumni, and students acting as private 
citizens and not in collaboration with a recognized 
student organization.



E X T E R N A L  

E V E N T S

E X T E R N A L  C L I E N T S
• Initial client inquiry

• Request for Proposal (RFP)

• Planning and communication

• Post event



I N T E R N A L  

E V E N T S

I N T E R N A L  C L I E N T S
Institutional Event Notification Form (IEN)

TAMU-CC departments and organizations 

must fill out IEN when planning an event 

where external guests will be in attendance.  

Please submit the form at least two weeks 

prior to event.

I E N  L I S T  
• List is shared with the President’s Cabinet 

and Campus Partners.

• Sent out weekly on Thursdays. 

https://www.tamucc.edu/institutional-advancement/external-relations/event-services/event-notification-form.php


E V E N T  S E R V I C E S  

S U P P O R T
• Event Consultation

• Planning Resources

o Event Management 

o Policies and Procedures

o Connections



W H A T  D O E S  
I T  T A K E  T O  

P L A N  A N  
E V E N T  L I K E  

T H I S ?



S T E P S  T O  P L A N N I N G  A  

S U C C E S S F U L  E V E N T
• Plan Early

• Purpose of Event

• Date and Venue Selection

• Budget/Funding

• Checklist and Timeline

• Printed Materials

• Run of Show

• Walkthrough

• Staffing

• Catering

• Vendors

• Seating

• Name Badges

• Program Rehearsal

• Day of Event

• Event Follow-up



E V E N T S

D ATA

G U E S T  C O N T A C T  

I N F O R M A T I O N
IA Data Request Form

TAMU-CC departments and organizations may request 
contact information for external guests (community, 
alumni, campus, etc.) for use .  

Please submit the form at least twenty days prior to 

need.

R E G I S T R A T I O N
• Microsoft Forms

• Share latest contact info collected by your area with 
IAHelpDesk@tamucc.edu. 

https://tamucc.imodules.com/s/1960/lg23/form.aspx?sid=1960&gid=2&pgid=497&cid=1231
mailto:IAHelpDesk@tamucc.edu


C O M M U N I C A T I O N
• Pre-Event

o Invitations & Reminders

o "Day of" Information (check-in, parking, etc.)

• Post-Event

o Thank You Message

o Photos & Other Materials

o Survey
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“ A N  E V E N T  I S  
N O T  O V E R  U N T I L  

E V E R Y O N E  I S  
T I R E D  O F  

T A L K I N G  A B O U T  
I T . ”  

M A S O N  C O O L E Y

IA Event Services

event.services@tamucc.ed

u

361.825.EVNT (3868)



QUESTIONS


