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	Date Today: 


	URG Event Planning Form

Due 4 Weeks Prior to Event


	

	Steps to Planning a Successful Event:

1. Receive preliminary approval from the Director of Special Projects for the idea

2. Receive preliminary approval from the Treasurer for the projected costs

3. Present the idea to President and/or the Entire Exec. Board for Input

4. Fill Out “Form A,” get Treasurer signature, and turn into the Secretary at least 4 Weeks Prior to Event

5. Fill Out “Form B,” receive signature from the DSP, then turn ALL FORMS AND RELATED DOCUMENTATION into the President at least 3 Weeks Prior to Event

6. Turn in a Funding Request to the Treasurer


	Basic Event Details For ECS

	Name of Proposed Event:

Date of Event
Event Start Time

            :        am/pm

Event End Time

        :      am/pm
Facility Requested

Set-up Time

:        am/pm

Estimated Attendance

Total Cost               (funds requested)

$

Alternate Date

Alternate Facility 

Yes

N/A

Yes

N/A

Event Type (Check all that apply):
Social 

Educational 

Philanthropic 

One-time  Event

First-annual Signature Event
 Established Signature Event
Date Not In Conflict w/ Other TU Events



Ticketed Event



Food Waiver     Needed



Fire Permit Needed



Entertainment



Off-Campus Advertising


Tables, Chairs, Grill, etc. Reserved



Specify Amount and Facility Setup Needs (theatre style, open square, classic style, stage, etc.):

Audio/ Visual Needed





Specify Supplies:

Short Technical Description of Event (for ECS; indicate multiple of recurring dates, breakout rooms, event descriptions, comments, etc.) 
Do you want this event to appear in the University’s Master Calendar?                    Yes       No

Short Creative Description of Event (for Daily Digest, Master Calendar, etc.; PLEASE double-check grammar and spelling)


	Required Signature

	Approval of URG Secretary
	
	Approval of URG Treasurer
	

	________________________________
	_________
	________________________________
	_________

	URG Secretary
	Date
	URG Treasurer
	Date



Event Form A








