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EVENT DETAILS 

WHO: Students, Faculty, Staff, Scholarship
Donors, Event Sponsors - 300 Guests
Expected  

WHAT: 64th Annual Scholarship Reception

WHEN: March 14, 2024, 5:30 PM - 8:30 PM 

WHERE: UL Lafayette Student Union-
Atchafalaya Ballroom
 
WHY: Formally recognize outstanding
students, faculty, and staff

HOW: Awards Ceremony and Reception



TIMELINE
Planning Started Summer of 2023 

Event Date: March 14, 2024  
In total - 9 months of planning 

Google Doc - Timeline 



VENDORS

CATERING

Sodexo- Required by 
UL Lafayette  

$8,716.25

VENUE

Student Union Ballroom-
Discount for UL
Departments 

$1,500

PHOTOGRAPHY

UL Year Book
(Free/Volunteer), MBA
Student, and Private

Photographer

$300



MENU- WHY? 

Food Package- 300 guests, will be
altered a week before the event to
reflect RSVP # 

Desserts- Sold in Dozens, 900
pieces of desserts- 3 per person

Linens- Ordered through the
catering company at UL- to cover
38 tables

Note- Last year: ran out of
desserts (paid per person) so
ordered extra  



SOLUTION: 

PROBLEM:

Ticket Sales
Current Sales = $770.00

Deficit = $5,538.85
Event Sponsorships- ???

(2) Event ($500 each) (1) Gold
($3,000) - Total Est.= $4,000 

Deficit = $1,503.85 

Account Balance = $6,343.74

Venue= $1,500
Catering = $8,716. 25 
Photographer = $300 
Paper Materials = $89.84 
Table Decorations = $1,011.50
Etc = $1,000 

Total Needed for event = $12,617.59 
Deficit = $6,273.85
Last Year's Spending on Just Venue
and Food = $15,063

BUDGET



FLOOR PLAN



SPONSORSHIPS
Sent to: Alumns, Previous Donors,  
MCOBA Executive Advisory
Council
Donors Mail Checks- Outdated
UL System 
Usually Companies but can be
individuals
Contacted by Email- did not have
addresses to mail 
EAC- in person at semi-annual
meeting
Last year- 3 sponsors (1 Gold and
2 event)   



SPONSORSHIPS
Sent an Email through
Constant Contact to
10,093 emails 
On the January
MCOBA Newsletter
and will be on the
February MCOBA
Newsletter 
Posted on MCOBA
Facebook, Instagram,
and LinkedIn
Posted on website-
business.louisiana.edu  



Traditional Mail
Invites to Scholarship
Donors 
Letters to Potential
Sponsors  

On campus
T.V. Monitors in Hallways 
Classroom
annoucements  

MARKETINGEmail

Social Media 

Constant Contact 
MCOBA List Serv
Monthly Newsletter  

Facebook
Instagram 
LinkedIn 

Target Audience: 

Students: Instagram, persistent
Constant Contact emails, T.V. Screens 

Faculty/ Staff: ListServ Emails

Scholarship Donors: Constant Contact
Emails & Traditional Mail 

Potential Sponsors: LinkedIn,
Facebook, Constant Contact Emails, &
Traditional Mail 



Volunteer Coordination

WHO: 
Faculty and Staff
Graduate Assistants 
Students (Like You!) 

Tasks: 
Preparation- 

Organizing Name Tags,
Certificates, Programs, Table
Numbers etc. 

Day of event: March 14th- 
37 Volunteers Needed 
22 Students- Ushers, Photo
Booth Guides, Take-Down, Set-
Up



GraceAnn Carroll, MCOBA Marketing Manager
graceann.carroll@louisiana.edu 

(337) 482- 6494
Moody Hall Room 226

THANK YOU
Have any question?


