student organization event memorandum

to:
Fé lopez
from:
 MACROBUTTON NoMacro [Click here and type name] 
subject:
Student Organization Event Request
date:
8/31/2009
cc:


The Event Memo must be submitted to Fé Lopez (lopezf@seattleu.edu) by email 1 month prior to the event.  The Event Memo is required before any student or organization may hold an event.
Description of Event (include title):

Panelists (name, job title, alum):

Description of Event:

Objective:

Target Audience:
Student Organization(s):

Student Organizer Contact Information:

Date:

Time:

Location:

Technology Request:

(Ex. Mic, podium set-up, request for an event to be filmed or recorded, etc)

Room Set-Up Request:

(Ex. Reception set up, number of chairs needed, etc.)

Parking Request:

(Ex. Will any of the panelists need parking?  There is a fee for guest parking at $4.00 for 2 hours.)

Marketing Strategy:

Weekly Student Bulletin Announcement Request: (Name of event, date, time, brief description of event)

When do you want the announcement to start posting in the Weekly Student Bulletin:

ITEMIZED BUDGET:


Catering (include costs of bartenders, security, and alcohol permit if alcohol will be served):

Materials:

Miscellaneous Other Expenses (describe in detail):

department request

admissions

How does this event relate to the objectives of the Admissions Department?

Contribution Request: $

____Approved in the amount of $______
____Denied
alumni Relations
How does this event relate to the objectives of the Alumni Affairs Department?

Contribution Request: $

____Approved in the amount of $______
____Denied
access to justice institute

How does this event relate to the objectives of the Access to Justice Institute?

Contribution Request: $

____Approved in the amount of $______
____Denied
Center for professional development

How does this event relate to the objectives of the Center for Professional Development?

Contribution Request: $

____Approved in the amount of $______
____Denied

deans
Please provide a statement as to how this event contributes to the objectives of Seattle University School of Law:
Contribution Request: $

____Approved in the amount of $______
____Denied
Other requests

Has or will you or your organization request funds from the SBA?

If so, please state how much you are requesting from the SBA: $

If not, please state why you or your organization is not requesting funds from the SBA:

Any other sources of funding?

If so, what are the sources and how much are you requesting from each source:
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