AEP Conference Case Studies
Case Study 1: You are asked to join a meeting with the President/Vice Chancellor, Dean & other staff members about an upcoming building dedication for the new research facility on campus. As you are just getting started (and having no other info about this event) you are asked “How much do you think this will cost? 
Please discuss how you would handle this situation.

Part B: You explain that without more details, you will not be able to give an accurate estimate, you are told; “Just give us a ballpark figure.” 

Do you have certain formulas you can use to quickly estimate a total budget?

Case Study 2: You are asked by your supervisor to offer assistance to a fellow event planner at your company/institution. A previous event that had been planned by their department had some issues involving organization, event flow and strategic marketing to key constituents. 
Please discuss ways to constructively offer assistance.
Additional Discussion Point: Talk about ways you have successfully collaborated with other event planners at your company/institution.
Case Study 3: You are meeting with a volunteer donor committee about an upcoming donor reception for 150-175 ppl. They have given you a budget of $8,000 with 2 dedicated staff people to help plan the event. The committee has been full of ideas, very short on follow-through. Part way through the latest discussion, someone mentions that they have a great idea for an auction with live entertainment. They know a guy who knows a guy that could give a deal on the band and may be able to secure some signed memorabilia. All we would need to do is gather the items and watch the cash flow in! How do you manage expectations and deliver a reality check without hampering the excitement of the group and upsetting the dedicated volunteers?
Additional Discussion Point: What alternatives can you offer the group that will still allow them to feel successful?

Case Study 4: It’s December, the busiest month of the year for your event calendar. Between December 1 & 15 (no weekend events) you have 5 events to plan. There are as follows: 
Dec 1: Faculty & Staff Holiday Party – 150 ppl

Dec 3: Donor Appreciation Event – 50 ppl (*The Chancellor/President will be in attendance)

Dec 7: Student reception – 250 ppl (*The Chancellor/President will be in attendance)
Dec 8: Advisory Board Meeting – 40 ppl

Dec 12: Welcome reception for 4 new faculty/staff members – 150 ppl
You have been given 2 months notice 4 of the events and 1 week notice on the final event. Your event team consists of yourself and one administrative assistant with limited event experience. You have no one else in the department with event experience: you and your assistant are responsible for all logistical aspects, Catering, Room, Invitation, RSVPs, Gifts, Recognition, Scenario, Speeches, etc. Please discuss ways that you would organize your time. (One more thing – there is no option to say no or reschedule the events.()
