EVENT PLANNING TIMELINE

Foundation, Strategy, and Alignment
Goal: Establish a strong, inclusive planning structure and align celebration efforts with institutional priorities and data.
o Convene a cross-campus planning committee (staff, faculty, students).
o If returning: Review past FGCC events, outcomes, and lessons learned.
o [f new: Identify goals, capacity, and priorities for your first celebration.
o Set shared goals, themes, and measures of success for the year.
o Assign clear roles (coordination, logistics, communications, student engagement).
e Perioritize inclusive programming that:
o Centers first-generation students’ intersectional identities.
o [Includes graduate and professional students, where applicable.
o Supports faculty and staff learning and engagement.
» Creates connections among students, staff, and faculty.
o Engage key partners early (TRIO programs, Institutional Research, campus services, community partners).
» Use available data—or baseline estimates—to inform planning and strategy.
 [dentify opportunities for senior leader visibility and support.
e Outline a multi-channel communications approach (email, social media, campus or local media).
» Reference the “101 Ways to Celebrate on Nov. 8” blog for scalable ideas at any experience level.
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L4 STUDENT INVOLVEMENT

: Goal: Center student leadership and ownership.

Seocoedocsosoe ) e Engage st.udents as they r?tur.n to campus. l.n event planning, marketing, outreach, and event execution
» Partner with student organizations and affinity groups.

 [dentify and support student ambassadors or volunteers.

 Offer leadership recognition, stipends, or service hours when possible.
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REFLECT AND DEBRIEF
+ While the plans and events are still fresh in your memory, conduct a debriefing session with all of
o000 0000CO0CO0 0) the members of the planning committee, (including students).
» Create a space for next year’s planning materials, and include the feedback in a document that you
can reference next February.
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	EVENT PLANNING TIMELINE
	Early Spring
	Foundation, Strategy, and Alignment Goal: Establish a strong, inclusive planning structure and align celebration efforts with institutional priorities and data.

	April/MAY
	SECURE EXTERNAL FUNDING Goal: Ensure financial sustainability and resource support.


	JUNE
	DETAIL CELEBRATION DAY ACTIVITIES Goal: Translate strategy into actionable programming.

	JULY
	BUILD SOCIAL AWARENESS CAMPAIGN MOMENTUM Goal: Establish a consistent, visible communications cadence.

	AUGUST
	STUDENT INVOLVEMENT Goal: Center student leadership and ownership.

	SEPTEMBER
	ORDER COLLATERAL & PRINT MATERIALS Goal: Ensure strong branding and physical presence on campus.

	OCTOBER
	REVIEW PLANS & TIMELINE OF EVENTS Goal: Confirm readiness and alignment across partners.

	NOVEMBER
	CELEBRATE AND RECORD Goal: Honor the first‑generation community and capture the moment.

	DECEMBER
	REFLECT AND DEBRIEF


