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King’s University College Students’ Council

Event Proposal Form
Name of Organization: ___________________________________________________
Name and student number of President: ____________________________________
Address: _______________________________________________________________
Telephone Number: _____________________________________________________
Email: _________________________________________________
Event Organizer name and student number: _________________________________
Address:_________________________________
Telephone Number: _________________
Event: ____________________________
Time & Date: _____________________________
Location:________________________________
Name of off-campus establishment (if applicable): 

Description of Event: Be sure to mention: number of non-member attending (if any); organizers emergency information; monitor(s) name(s); student ID; and contact information. 

Event Budget If you plan on using club funds for this event, please name the budget line you are using & an amount:
	Description
	Budget line

	Amount

	
	
	

	
	
	


As well, please describe any income you expect the club to receive:
	Description
	Amount
	Total

	
	
	

	
	
	


Transportation: (Off-Campus Only) 

Be sure to mention: how participants will arrive and depart; London Transit (attach confirmation); pick up/drop off destinations (both ways). 

Additional Information: (Please use this space if there is additional information that may be useful to the committee). 

Note: If it is anticipated that alcohol will be consumed at ANYTIME during the event, you must complete a campus alcohol policy proposal for event form instead. 

This form must be submitted two weeks prior to the event date to the VP Student Issues or Clubs Commissioner (Clubs only) via email, in person or dropped off in the executive office and will then be the Clubs Commissioner or VP Student Issues’ responsibility to submit this proposal to the dean of students. 

Brought to you by the KUCSC
Advertising

Poster Order Sheet

Email the remainder of this form to communications@kucsc.com

	Do you need the poster approved or created?
	

	Number of Copies Required for Printing
	

	Do you require advertising staff to post the ad? 
	

	Due Date (1 week min required)
	

	Additional Comments/Creative Input 
	


· Printing days are Monday’s and Thursdays by 5pm

· Allow 1 weeks notice for creating posters 

· Some exceptions will be made on a priority and time basis
Promotion & Advertising Form
When would you like the promotions for your event to run? (ie. September 15th – September 27th) 

________________________________________________________________________________________________________________________________________________

Please check the boxes regarding the outlets you would like your event promoted through:

· Twitter

· Facebook

· Cafeteria TV

· Council’s Corner

Indicate on the lines below what you would like included in the weekly email.  (Note: we will be using exactly what is written below in the email.)
________________________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Promo Team

· Where do you want Promo Team to sell tickets?

· Cafeteria

· Labatt Hall

· Other: _____________________________________

· When do you want Promo Team to sell tickets?

      Date: ____________________________________________________

      Time: ____________________________________________________

KUCSC Website 
Entries into KUCSC Event Calendar

Event Name:

Time of Event:

Place of Event: 

Contact Names & Phone Numbers (This is Crucial should a Council Member or Student Have Inquiries): 

Description of Event:

Note: If you wish to have a photo posted with the event, please include in e-mail with this form. JPEG & PNG format preferred.
