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Abstract

Abstract

I n todayés challenging professional environme
engineering knowledge in an effective manner. The Engineering Olympics project offers

contestants the opportunity to exercise various engineering skills in a funaimbesetting. It

is primarily geared towards college level engineering students. Through this event, participants

are encouraged to learn effective communication and organizational skills, both of which are

highly valued in the professional world. Thigeat promotes teamwork and supplements

material learned in the traditional classroom setting. The following document details many of the
tasks and objectives necessary to host an Engineering Olympics. Detailed examples and

templates provided.
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Opening & Closing LogisticSi- s

1.1 The Event Planning Committee

This committee is comprised of two event chairs (who hold major positions related to the
competition.e. finance and operations chairs) and the executive board of the society. This
committee is responsible for ensuring that all associated chair members function appropriately.

Responsibilities include but are not limited to:

A Preparing the preliminary tigline and updating as necessary

Planning and facilitating meetings

Maintaining an accurate record of events

Preparing an appropriate format for thanking speakers, volunteers, and event organizers
Prepare an evaluation of the event

Report the evaluation atwrapup meeting

> > > B

1.2 Finance Chair

The finance chair sets the registration fee based on cost of program. He is responsible for the
overall budget as well as distribution and receipt of funds. All sponsorship and expenditures
documented by this person.

Resposibilities include but are not limited to:

A Setting the budget for the conference

Setting the fee for registration based on proposed budget
Maintaining accurate records of receipts and disbursements
Collecting monies from sponsors and send receipts

Allocating funds to various committees

Point of contact for all issues related to budget and expenditures
Negotiating all contracts with various offices and constituents
Report on budget status at event committee meetings

I > > > >

1.3 Operations Chair
The operations chagoordinates all of the scheduling involved with the event.

Responsibilities include but are not limited to:

A Coordinates with catering (meals, choices, cost, and final counts)

Reserve all necessary rooms, designating areas for registration, breakoueaioms,

Reserve all necessary equipment (i.e. audio speakers, lighting, computers)

Develop a plan for addr essvian k 0s eaq eraist ya nids <
campus police, if necessary)

Make arrangements to meet any needs of the speaketsafigportation, parking pass,

etc.)

Prepare a program plan/schedule for all rotations in the event

Procure all necessary speakers

> > D>
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1.4 Registration Chair
The registration chair is responsible for creating a registration packet and implementing a
registration process.

Responsibilities include but are not limited to:

A Preparation of registration packets to be sent

Preparation of booklet/packet to be handed out at registration

Confirm receipt of participantds informat.
Establish an accurate tally of overall attendees, competitors, etc.

Create nametags for all registered participants

Establish an accurate tally for hotel and meal accommodations (if necessary)

> > >

1.5 Public Relations Chair
The public relations chair is responisitior all aspects of public relations as regards to the
conference/event.

Responsibilities include but are not limited to:

A Design, post and distribute all forms of event advertising (i.e. posters, fliers, articles, etc.)

A Find and work with graphiartists (if necessary)

A Create and place appropriate signage for the conference/event

A Provide news releases to school newspaper and chapter newsletter bringing awareness to
the event

A Design and maintain a Conference/Registration website

A Distribute and collet surveys to all participants at the end of the event, particularly in

regards to the

1.6 Trivia Chair
The trivia chair is responsible for organizing all aspects of the trivia portion of the competition.

Responsibilities include but are not limited to:
A Make a set of documented rules for the trivia competition and distribute a copy to each
competing team prior to the event (mail, email, post on website)
Create a booklet of trivia questions to be asked
Lay out a program/schedule listing each component dfitha competition
Create a scoring system for the competition
Gather and lead a team (if necessary) to execute the trivia competition
Distribute and collect surveys to all trivia competition participants

I > D >
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1.7 Design Chair
The design chair is responsible firganizing all aspects of the design competition.

Responsibilities include but are not limited to:
A Make a set of documented rules for the design competition and distribute a copy to each
competing team prior to the event (mail, email, post on website)
Develop a program/schedule listing each component of the design competition
Create a scoring system for the competition
Gather and lead a team (if necessary) to execute the design competition

> >

1.8 Timeline
8 Wgzeks Prior to the Event
A Plan specific dates for tle@mmittee to meet

7 Weeks Prior to the Event
A Prepare a preliminary timeline for event planning
A Divide responsibilities (delegate positions/subcommittees)

6 Weeks Prior to the Event

A Determine an event date and registration deadlines
Set the budget fohe conference

Brainstorm potential sponsors, speakers, and judges
Contact sponsors requesting participation

Procure all necessary speakers and judges

> > > > >

5 Weeks Prior to the Event

A Design a conference/registration website (keep it up to date during all weeks)
Set the registration fee (if any)

Start researching direct costs for the event (catering prices, material costs)
Reserve all necessary rooms

Reserve sound equipment

Develop a plan for addressing security issues

> > > > >

4 Wgaeks Prior to the Event
A Put together aegistration packet and send it out
A Solicit for event volunteers

3 Weeks Prior to the Event
A Confirm receipt of participants information and fees during the process
A Coordinate with catering (meals, choices, cost, and final counts)
A Make arrangements to mesty needs of the speakers (i.e. transportation, parking pass)
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2 Weeks Prior to the Event
A Send some sort of progress report to all speakers, sponsors, and judges reminding them of
the event
Design event advertising
Prepare a program plan/schedule foratiations at the event
Distribute event advertising in newsletters and around campus
Develop a list of event duties for the actual days of the conference and assign tasks to
committee members and other volunteers
Develop a template for tables and chasestiip for all speaking/competition rotations)

> > >

1 Week Prior to the Event
A Create nametags for all registered participants
A Create and print signage for the event (directions to the rooms, restrooms, etc.)
A Prepare an event program/booklet to be handed oegjistration

During the Event
A Distribute and collect surveys from all participants

After the Event
A Create and send out thank you letters to speakers, volunteers, and event sponsors
A Prepare an evaluation of the event and report the findings at aupymrapeting

1.9 Gaining Corporate Sponsorships

Sponsorship Information:

Sponsorship materials vary depending upon the event, and materials may include a cover letter,
event description, sponsorship benefits, and budget. In the materials describe event:
topic/purpee, place, date, and number of attendees expected. It is also helpful to explain why
funds are needed.

It is important to describe why this is a good opportunity for the company: interaction with
students; recruitment possibility; heightenedcampusawareness; intersects with corporate
need, interest or marketing objective. Depending upon the event, you can offer a company
sponsorship benefits which include recognition in promotional materials; recognition on site at
event; opportunities to particiggt including sending representatives as judges or distributing
corporate materials.

Prospecting:

It is suggested that the hosting organization work with the Career Services office to identify
corporations willing to help sponsor the conference. The ctteergan then generate a list of
companies to be contacted. When developing the list of potential sponsors, it is imperative to
have a contact person to whom the organization should send the solicitation letter. If the hosting
organization is asking a cormpy or corporation to give a substantial gift, aip@rson visit

should occur. All other solicitations can take place via mail.
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Solicitation and Stewardship:

A Mass mailing rarely works make contacts and personalize solicitations

Check with your Univesity or department development office about prospecting
sponsoring companies in regards to guidelines/restrictions for contacting them

Thank the donor upon receipt of commitment

Involve in event and keep informed of progress

Acknowledge at the event

Send étter after the event thanking sponsorship for support and providing short recap of
success of event

D> >> >

**The reason you check with the University is to avoid creating an embarrassing situation for
them. It looks bad when a corporation receives requesspémsorship from various people
within the same university and it hasnodot been

A solicitation from you may also interfere with the development of a-teng (or shorterm)
strategic request from other places within the university is really important to check in with
your campus before you approach them.

1.10 The Registration Process

Depending on the skill and desire of the organization, registration may be handled by mail or via
the Internet. A registration packet should be developedamicko the printer about five months
prior to the conference.

The committee should have a "stuffing party” to get the mailerdtusttime can also be used to
catch up all committee members. The deadline for registration should be estaldishedty

the hotel will want the number of participants about 1 month before the conference therefore, the
organization's deadline should be about 3 weeks prior to that deadline. This allows for late
registrants.

Registration should include hotel informatiovgrkshop registration information as well as any
dietary restrictions. Other information to be included in the packet should be: directions to the
hotel, to whom payment should be made, the deadline date, a number to call with questions, any
area touristnformation.

A database system should be established for recording all registration information.

The conference booklet, which is handed out upon actual registration at the conference, should
be decided upon. Information for the booklet should inckidemaps, welcome letters from

area dignitaries, a conference/competition schedule, etc.

ASME IPTI | Olympic Style Competition Guide



Opening & Closing LogisticE s

1.11 The Opening and Closing Ceremonies

Event Schedule

In planning an opening/closing event schedule, be sure to take into account the target audience.
Depending on whether the majority of the attendees are industry professional or students
depends on the kinds of activities involved. Be prepared to accomertadatconstraints,

schedule changes and/or event cancellations.

Opening Ceremony

The Introduction or Welcoming Speasto officially commence the start of the conference. It is
the responsibility of the Master of Ceremony or commonly known as theoM@utmence the
conference with a speech that includes but not limited to, welcoming and thanking the
participants, volunteers, hosts and sponsors, briefly introducing and describing the upcoming
events, themselves and tHéKleynote Speaker.

The 1% Keyrote Speakeshould be an industry professional who can describe the industry in
ways that students and rordustry attendees can understand. Their speech should tie into the
theme and represent the conference. For example if the theme of the confet@nepresent

the American Society of Mechanical Engineers, th&dynote Speaker should be a Mechanical
Engineer.

A Mixer is a great way for industry professionals, students and potential professionals to mingle
and network. It is a good idea for tmsxer to be very casual as people can begin to introduce
themselves and get to know each other on a personal level. In choosing the type and amount of
refreshments should be up to the planner while taking the target and size of the audience into
account.

Closing Ceremony
In choosing th@" Keynote Speakefpllow instructions for choosing thE' Keynote Speaker

Due to the many events that are included in the conference, it is important to celebrate the
participant 6s a&wands EGevemondt is thejobwfithte Masenmof Ceremony to
briefly explain the events, announce the winners and present the achievements.

It is the responsibility of the Master of Ceremony to addres€libging Statemen®he Closing
Statement should wrap up the t@rence by thanking the hosts, participants, volunteers,
sponsors etc. It is the Master of Ceremonyo6s

1.12 Post Closing
Feedback is imperative to any organization. It provides insight as to what worked, whait did
and can also provide good suggestions for the future.

For all speakers, volunteers, and guests, sending thank you letters/emails is always considered
proper etiquette. It shows all individuals involved that their efforts were recognized and
appreciadd. Separate mass emails can be used for volunteers and guests, respectively.
Personalized letters should be used for invited keynote speakers and individual sponsors.
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