Event Planning

I’'m goingto talk about event planningfirstasit’s logically the first thingone must do. Sometimes
planningand creation will be the same step, especially for smaller events. For larger ones, however, it
makes sense to supportevent planning within Fedora Hubs.

Required fields
When planningan event, there will be certain fields that seem relevant no matter what eventitis, and

these fields willmap directly into the same fields in the creation of that event. Before itis possible to
create an eventfromone being planned, therefore, one must have the following pieces of information:

The name of the event. The date of the event, although time would be necessary as one approaches the
event (perhapsthisshould be required within amonth or two of a larger event?). Date and time may
require certain formats to be useful? The location of the event, preferably astreet address. Street
addresses may be complicated, though, as locations vary wildly throughout the world. Perhaps this
oughtto be atextfield that we farm off to a piece of mapping software to verify? The description of the
event. I’'mstill not certain that the description should be required, but at the same time if all you have is
a name, you may not have anyone new interested in goingtoit. Finally, we should require some sort of
contact person, whetherthis be the event’s ownerorsomeone else involved with the event.

Optional Fields

Past those pieces, there are anumber of different types of information that may prove useful toan
event planner. However, we must always keep in mind the factthat the more options you show, the
harderthe interface istouse. Therefore, we probably need away to prioritize these fields by those we
expecteveryonewill wantto use, and those that are vital to those people who need them. Most likely,
we will want categories of fields that are not always visible, but can be added. This will not be an easy
UX problemtosolve.

Planningeventsis_hard_.1don’tknow that we want to be trying to supportitright off the bat, even
though| expectthatif we get itright —big if! —it'd be invaluable forthose who create events. There can
be a large number of things to keep track of, betweenthe need to submitabid or proposal forlarger
events (FLOCK, FUDCON), and identifying one’s best choices from the options.

You needto know your budgetforthe event, and what it will and won’t cover. It helps to know what
things have cost in the past, and approximate ratios of price forthe various aspects of the event. For
example, for FLOCK, you need tofactorin funding % of the attendees from each region.

You needto know when the event needs to happen, ortypically happens. You need to know the
constraints around timing (other events, availability of students, availability of venues, holidays, etc).

You needtoget swag, decide whereto getit, whatkind you need. Having access to a database of where
people have gone for things in the past would be amazing. Offering swag often meansyou needa
general idea of who will be atyourevents. Forexample, if you have t-shirts, you need to keepin mind



that ‘one size’ t-shirtsare usually sized formen and won’tfitmost women very well. | don’t know what
sort of problems t-shirts have for people of color, but| would not be surprisedif there were some.

You needto decide which venuetouse, whetherone thatis all-inclusive and has hotelrooms, one you
onlyneedfora shorttime, or one that isseparate from but nearby to a hotel. Venuesinclude
information about cost of conference rooms and lodging, how much space there isin meetingrooms
and how many hotel rooms they have available. They caninclude information on when they are
available, orwhentheyare cheaper. They caninclude info about what tools they have available, like
projectors, printers, WiFi costand speed (and you will also want to know what they don’t have and you
needto supply). Location of venue willalso affect the travel costs, how to get to a city, to the venue,
between ahotel and conference center. It will affect what food options and evening entertainment are
available, within the venue and nearby. You often need to store information that you get from potential
venues. Andyou need form letters (requests for proposals, or RFPs) to send to potential venues orthe
chamberof commerce inan area. You likely need to negotiate with the hotel to bring prices down, and
will wantto keep track of that.

Whenyou start thinking about transportation, you need to keep in mind that larger events will likely
have people fromall overthe world. And it’s kinder to have multiple types of transportation fromthe
airportto the venue orhotel, so thatthose who have the longest flights have the easiest transportation
to theirlodging. You need to figure out what the visa requirements are for those who are not residents
of your country. This may alsoinclude consideration for the safety and comfort of the people you are
hopingtoinclude orinvite (inthe US right now, thisincludes people of color; women, trans and non-
binary folk; differently-abled folk; and anyone whois unable or unwilling to hide how they are different
fromthe so-called ‘norm’. If you want diversity, you need to think about this).

Eventplanning should support submitting a bid or proposal or ticket for budget reasons. This may mean
that we need aninterface with wikipages, ambassadors ticketing systems, and budget spreadsheets.
Wiki pages, and non-wiki-based events, will need information on who is organizing the event, how much
and whatkinds of help you need and where to getit (people you know? Peoplewho are nearby?), who
wants to help before or during the event, and possibly who within Fedora intends to show up (this last bit
may be handled elsewhere in Hubs so may not be as relevant). You need to decide what city to use,
explain why thatcity (prosand cons), and include photos and adescription of why it’s a good place to
have it. For some events, you need to keep track of the intent/purpose ortheme ortopicofan event
(whetherforrequesting moneyfora Fedora Activity Day or to make proposing topics for talks and
presentations possible). You may also need primary and secondary goals, Q&A, impact on the
community, and specific things you plan to do.

You probably have images and photos that you wantto include inyourevent, whetherto help promote
it or to increase changes of beingaccepted. You also wantto promote it (some use Facebook, Twitter,
Eventbrite, email, IRC, Telegram, googleplus, fliers and banners at universities when that’s where an
eventis...).

You may wantto include peoplewho can’tbe thereinyourevent, especially foraFedora Activity Day,
so youwill wantsome sort of remote access and maybe recording of the event.



| know that some events willhave people proposing topics for talks/workshops/presentations/etc; does
thisneedto be supportedin planning, orafterevent creation? Should we also allow people to suggest
events and topics?

For larger events, there willlikely be more than one person organizing. Soyou may need away to keep
track of what has been done, whatis beingworked on/status, and what needs doing. And this list must
be adjustable because plans _always_change as you go deeperintoatask.

We may want to allow people toadd theirownfields, but at the same time this could get unwieldy very
fast. Allowing peopleto add any field they want means that we have difficulties with typos and capital
lettervariation and synonyms, so that needs closer scrutiny.



Create Events

Whenyou create an event, it will becomeavailable to others to see and potentially say they want to
attend. As aresult, as stated in the previous section, it mustinclude the name, date (and time, but not
necessarilyimmediately), location (street address), description, and contact person.

If an eventdoesn’talready have an eventfrom an event planning activity within Hubs, we may wantto
offersuggestions forevent names.|’m not sure yet what this should draw upon to do so, although
perhapsitcould be as simple asthe name of the hub organizingit to start. That is information we will
have access to, and might be betterthan nothing when someone has trouble naming things.

Date/time, as briefly stated in the previous section, may need specificf ormat/selection toolto be usable
by Hubs internally.

Locations are hard. As mentionedinthe previous sections, we may wantto allow fora free-formtext
field which we farm out to another location-specifictool (google maps?)to parse.

Description should be afree formfield, I think.

Contact personshouldincludeaname, link to their profile, photo, and some sort of contact info. This
may simply be Hubs messaging/IRC.

| suspectthat many of the fields that exist within the planning stage should be passed through tothe
event creation stage. However, |l also suspect that we need to take a closerlook at each aspectto decide
which piecesare relevantinaquick snapshotlook, which belongonan event page, and which shouldn’t
be shown at all (much of planningdoesn’t need to be shown).

| do thinkthat we need to prominently display any remote access information, bothhowtodo itand
where to go. We also need to make it clearwhere we need help/volunteers, sothat we can tie it into
eventnotification. This will need alot more clarification, though: whatdoesahelp request need to
include? How specific? General numbers are often easier than specific, and delving into topics often
means that they are more complex than expected, especially if you’ve not done it before. Maybe we
needto offerevent creatorsa general idea of whatsorts of help people have asked for in the past and
why, sothey can draw upon others’ experience?

We definitely wantto supply any available information on how to get to a place and any hotel
information thatis needed. We probably also want some way to show people who elseis going, as that
can often encourage attendance if you know peopleorthere will be a lot of people there. Events
probably need images, where possible. Again, this will likely draw peoplein.

Link to wiki pages. Since we are unlikely to be getting away from wikis anytime soon, make it easy to
findthem. Link to tickets for events, where applicable, only visible toambassadors?



After Events

We probably want a way to figure out who actually went. This may be a complex problem, however.
Provide arecording of the event, a blog post/event report, photos, how-to where relevant.
Help ambassadors make eventreports? Perhaps by importing social media posts aboutit?

For ambassadors, links to/interface for submitting reimbursement requests?



