MAXimize Your Event!
Basic Information

	Event Date:
	
	Start Time:
	
	End Time:
	

	Name of Event:
	
	Location:
	

	Brief Description:
	

	

	Is there a speaker/vendor for this event?
	Yes / No
	Contract?
	Yes / No

	Does the contract need to be negotiated and signed by a member of the Office of Student Life?
	Yes / No

	Have you received a signed copy of this contract?
	Yes / No

	Who may attend this event?
	Open to Public / Open to Campus / Members Only

	Estimated Attendance:
	
	Security Needed?
	Yes / No

	Does your advisor know of the event?
	Yes  /  No
	DPS Contacted?
	Yes / No

	Is your organization in full support of this event?
	Yes  /  No
	
	

	Who is the contact person for this event?
	

	E-Mail:
	
	Phone:
	


Students with Disabilities
Are you requesting provision of services or auxiliary aids for participants with disabilities?     Yes  /  No
Have you contacted the Academic Resource Center?   Yes  /  No

Financial Information
Are you receiving Student Life Fund monies for this event?   

 Yes  /  No

If yes, how much?   _____________
Is this event a fundraiser?*  Yes  /  No





           *If yes please refer to fundraising guidelines.
Are there co-sponsors for this event?   Yes  /  No

Have you completed the co-sponsorship form?   Yes  /  No

· Form is available on the Office of Student Life website under the ‘Resources and Forms’ section.
· Contracts must be submitted to Michele Golightly with an authorized signature (Aaron Haight or other full-time member of the OSL team, *see chart*) at least two weeks prior to the event.

· Make sure that you pick up the check for the event during normal business hours. If your event is on the weekend, the OSL is not open and you will not be able to get the check.
Event Services Information
· Location of event is confirmed?

· Rain site needed?

· Work order is completed?

· All media is ordered and confirmed?

· Set up for event is determined?

· Production meeting scheduled/needed?

· All event services forms are completed?

· (Dance contract, food waivers, bonfire, etc.)

Publicity
Budget for publicity: __________ 

Met with UPO at least 1 month in advance?   Yes  /  No

	Item(s) Ordered:
	Distribution Plan:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


*Remember items that need to be on promotion materials (RSO name, GV logo, Student Life Fund funded, Students with Disabilities, Contact Info, etc.)
Day(s) of Event Issues

Transportation: ____________________________________________________

Food: ___________________________________________________________

Hotel: ___________________________________________________________

Remember to be a good host!  (
After the Event

‘Thank You’ cards sent?   Yes  /  No

All assessments are completed and submitted?   Yes  /  No[image: image1.png]
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