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EVENT PROPOSAL

REQUIREMENTS FOR EVENT PROPOSAL 
You must submit an event proposal for your student event if it meets any of the following criteria:
· Your event requires a contract
· Your event has outside guests / non-affiliates invited
· You will be selling tickets and will have guests register
· Your event will last ½ day or longer
· You anticipate a large turnout (on or off campus)
· You have a VIP guest participant or guest
· You are collaborating with an outside group/organization/agency/or office
· You require support of multiple central services such as AV, Facilities , Custodial, and Security   
An event proposal is also required for any events that take place in the Graduate Student Center lounge (301 Philosophy Hall). Proposals are not necessary for normal group activities such as weekly group meetings and small gatherings among group members.
Please complete the template on the next page and send it to your student group advisor, Lucia Espineira (le2409@columbia.edu), at least 3 weeks in advance of your event date.




EVENT PROPOSAL TEMPLATE 
· Student group name:
· Event leaders (student leader names, UNIs):
· Title of event:
· Purpose of event:
· Date / time (proposed):
· Location (proposed):
· Description and format of event:
· Approximate attendance:
· Composition of attendance (group members only, CUID holders, CU + outside guests, VIPs attending):
· Event advertising (via newsletter, flyers, social media):
· Catering and refreshments (food/beverage, proposed source):
· Alcohol served (yes/no, type):
· Audio/Visual needs:
· Other support required (Facilities, Custodial, Security):
· Ticketing (yes/no; if yes, what method, will money be collected):
· Budgeting (source of funds for the event):
· Special event criteria present that warrant additional protocols and notifications (any of the criteria below):
· presence of press/media (invited or otherwise)
· advertised beyond Columbia's campus
· high attendance/capacity
· presence of alcohol
· potential for significant disruption
· security concerns
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