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 This summer I have been responsible for editing an existing OfS event planning manual, 

and collaborating with other OfS staff to recruit EcoMug sponsors and execute a number of 

events. Along with these responsibilities I have had the opportunity to take on other various 

tasks throughout the summer, including travel itineraries, event contracts, reservations and 

other logistical plans while planning events.  

 The summer’s most prominent task had begun with editing the existing OfS event manual. 

Initially, this is what took up most of my time in the office. The ultimate goal was to create an 

online document accessible to anyone looking to plan a sustainable event on Western Michigan 

University’s campus. This project has however, taken a different direction since it was originally 

assigned. Instead of simply editing the existing document, I would like to create a timeline-

formatted webpage that can be linked to an event-planning checklist. This timeline’s current 

format is broken up into the series of weeks leading up to an event. For example, “24 – 18 weeks 

to event” followed by what is to be done within this series of weeks (e.g. “meet with OfS Staff to 

define event concept”). Each time allotment will be linked to it’s own checklist. There will also be 

the option for a general checklist encompassing all that needs to be completed before an event. 

 

Example of potential timeline Format: Each button links to a checklist for the series of time it is designated to 

The checklist(s) will be directly linked to university resources for planning events, such as 

examples of fundraising letters, invitations, or itineraries, as well as specific contact information, 

or logistical services on campus. Online Event Guide editing has slowed dramatically as I picked  



 

up other smaller events to plan throughout the summer including Bronco Bash, #discoverWMU, 

and our RA Resource Fair along with on-going planning for Judy Wicks’ Keynote address.  

   

 

  

 

 

 As I continue to work on the online event manual and proceed with planning Judy Wicks 

Keynote address at WMU in October, I expect to learn even more about the continuously 

changing event planning process. I anticipate Judy Wicks’ event to be a success having had the 

opportunity to plan multiple events throughout the summer.  
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FAQ’S FOR SUSTAINABLE COLLEGE LIFE 

ü What do I do with my waste? 

Keep up with the waste in your room! 

Dumpsters are located near each 

residence hall. Be sure to identify these 

moving in so they can be easily 

accessed through out the year.  

 

ü How do I recycle? 

Make yourself aware of the outdoor 

recycling dumpsters & outdoor 

recycling receptacles located 

throughout campus, as well as the 

recycling bins located in all buildings. 

Refer to recycling posters hanging in 

your residence hall about what can and 

cannot be recycled! 

 

ü Why should I try “Meatless 

Monday”? 

To promote a healthier body, and 

environment! Did you know that 

approximately 1850 gallons of water 

are needed to produce a single pound 

of beef, while approximately 39 gallons 

of water are needed to produce a 

pound of vegetables?  

Learn more at MeatlessMonday.com 

 

ü Why should I shut off the water 

while brushing my teeth? 

You can save 3 – 5 gallons of water each 

time you brush by using just enough 

water to rinse or wet your brush. Don’t 

let the water run for the 2 minutes that 

you should brush your teeth. You’ll 

save approximately 6 – 10 gallons a 

day! 

ü Do I really need that parking 

pass? 

Try the bus! Both on campus and city 

busses are free for students with your 

Bronco ID.  Bicycles are another great way 

to get around campus, saving you money 

and lowering your carbon footprint. Don’t 

have a bike? Rent one from the Office for 

Sustainability! 

 

ü Is it really a big deal if I don’t turn 

off the lights? 

A standard light bulb creates about 90% 

of its energy in heat and only 10% in light. 

In order to be the as efficient as possible, 

it’s important to keep your lights off every 

time you do not need them. 

 

 

ü Where are the radiators in my 

dorm room? Why does it matter? 

Radiator locations vary between 

residence halls. Double check where 

these are located in your room and be 

sure not to cover them with furniture in 

order to allow heat to efficiently flow 

through your room, saving energy. 

 

 

ü What difference is one plastic 

water bottle going to make? 

Plastic water bottles are one of the most 

prevalent sources of pollution found 

throughout our earth. Why waste your 

money or hurt our environment when you 

can use your free EcoMug or EcoJug? 

 

Brought to you by the Office for Sustainability 

RA Fair Residence Hall Poster  In collaboration with Emilie Haas and 

Kaity Ragotzy, we created an event team to plan 

this year’s fall welcome scavenger hunt titled, 

“#discoverWMU”. The event is planned to take 

place August 26th just outside our office 

including our Farm Stand, Bike Stable, and a 

pledge board that first year students can utilize 

to make pledges for a more sustainable lifestyle. 

The same team has worked on planning OfS’s 

role in Bronco Bash this year, which will take 

place on September 5th. Through the various 

events I have been assigned throughout the 

summer I have had the opportunity to learn a 

great amount about event planning. Each event 

requires different logistical, volunteer, and 

communicative planning. 


