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I.
Proposer’s Information
	Proposer’s Name:     

	University Affiliation:
	 FORMCHECKBOX 
Student
	 FORMCHECKBOX 
Faculty
	 FORMCHECKBOX 
Staff
	 FORMCHECKBOX 
Alumnus
	 FORMCHECKBOX 
Community

	Affiliation/University Dept:      

	Email Address:      
	Phone Number:      

	List of Co-Sponsor(s) if applicable:         


II.
Guest Information
Top of Form

	
Name of Artist/Lecturer/Group: 

	
If group, how many?       

	Have you contacted the Artist/Lecturer/Performers/Group?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

	Contact Phone:      

	Contact Email:      

	Website(s) for additional information on the Artist/Lecturer/Performers/Group:      

	Title of Event/Lecture/Performance:      

	Total Funds Requested from Arts & Lectures:      

	Type of Event  
	 FORMCHECKBOX 
 Lecture
	 FORMCHECKBOX 
Music
	 FORMCHECKBOX 
Theatre
	 FORMCHECKBOX 
Dance
	 FORMCHECKBOX 
Film
	 FORMCHECKBOX 
Other (define below)

	Provide a detailed description of the event in 100-250 words:      


	
Provide a rationale for the event in 100-250 words describing how the activity contributes to the student learning experience at CSUSM. Please identify specific programs and courses that will benefit from such an event.  
     

	Identify campus thematic program initiatives this event might support, if applicable. (Examples would be Black History Month, Women’s Herstory Month, etc.

      



Bottom of Form

III.
Event Information
	Preferred location for this event (not guaranteed) See www.csusm.edu/al for commonly used venues on campus:     

	Estimated attendance:      
	 FORMCHECKBOX 
QTY Students
	 FORMCHECKBOX 
 QTY Faculty/Staff
	 FORMCHECKBOX 
 QTY Community
	 FORMCHECKBOX 
 QTY Alumni

	Preferred day of event: 

	Preferred time of event:      
	 FORMCHECKBOX 
 University Hour (T&Th)
	 FORMCHECKBOX 
Afternoon
	 FORMCHECKBOX 
 Evening

	Proposed date or range of dates for this event:     

	Will this event be held during your class time?  FORMCHECKBOX 
Yes     FORMCHECKBOX 
No  
If yes, how many students are in your class?      
Are there any outside groups expected to attend?  FORMCHECKBOX 
Yes     FORMCHECKBOX 
No  If yes, how many?      

	Is prep and breakdown time needed?  FORMCHECKBOX 
Yes     FORMCHECKBOX 
No     If so, how much time is required for each?

	Expected timeframe: How long do you expect the event to last (1 hr, 2hrs, etc)?      

	Will this event require technical support?         If so, what is required?      

	Any additional support needs:      

	Who will be the primary coordinator for this event:
	 FORMCHECKBOX 
A&L
	 FORMCHECKBOX 
Other      


IV.
Proposed Budget/Funding Request 
Projected Costs for Event





	Artist/Lecturer/Group Fee: 
	Amount

$     

	Technical Support* (see next page for details)      
	Amount

$     

	Facility Costs* (please identify and explain)      
	Amount

$     

	Other Costs (please identify and explain)      
	Amount

$     

	TOTAL Projected Costs: 
	Amount

$     


	
TOTAL Costs Requested from Arts & Lectures: 


	Amount

$     


Projected Contributions for Event

	Co-sponsor Name(s) if applicable: 
     

	Amount

$     
	Is Contribution Secured?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	Co-sponsor Name(s) if applicable: 
     

	Amount

$     
	Is Contribution Secured?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	Co-sponsor Name(s) if applicable: 
     



	Amount

$     
	Is Contribution Secured?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No


	*For facility and/or tech support  needs & costs, please call Marilyn Huerta at ext. 4366, or email mhuerta@csusm. 
For more detailed support information, please refer to contact information below:

· ARTS 101 or ARTS 111 -
For events after 5pm in ARTS 101 or ARTS 111 there is a $45/hr charge per technician; Weekend events are $70/hr per technician plus additional $15/hr for facility charge. For more detailed information regarding tech support in one of these locations, please contact Chad Huggins at ext. 8052 or email cehuggin@csusm.edu.

· Clarke Field House/University Student Union – Please contact Jamie Rose, ext. 7404 or email jrose@csusm.edu
· Other Campus Locations  – Please contact University Events & Conference Services, ext. 8888

· For library art exhibits – Please contact Library Series Coordinator, Melanie Chu at ext. 4378  or email mchu@csusm.edu




The following are standard practices of the Office of Arts & Lectures:
· A&L provides financial support for standard audio/visual fees for on-campus A&L-sponsored events as well as customary publicity costs (semester brochure and web site postings).
· A&L will provide a PDF of the flyer.
· A&L aspires to keep most events free of charge for students, faculty, staff, and members of the broader community. 

· A&L encourages co-sponsorships that are in partnership with community organizations.

· A&L encourages student proposals that are linked to a faculty member or a student organization.

· A follow-up event evaluation is required of event proposers within two weeks of the event. (A&L will provide this form).

· A&L relies on the proposer’s participation in the coordination and production of the funded event with A&L.
· A&L strives to promote campus initiatives and diverse programming.

· A&L cannot provide funding, or support for receptions and food.

· A&L does not coordinate travel, housing, or transportation however local hotel information can be found at http://www.csusm.edu/travel/
The following are expectations of the Proposer:
· Specify desired room location, date, and time of event.
· Act as a liaison between A&L and guest artist/speaker.
· Ensure International Guests have proper work documentation for payment.  (To determine what documents are needed, visit http://www.csusm.edu/global/Faculty%20and%20Departments/visitingfacultyinfoform.html )
· Ensure guests contracts are completed and returned at least 10 days prior to the event.
· Provide A&L with description of event and pictures for promotional events. (DVD’s of performance are appreciated).
· Identify and contact (email) classes/professors (instructionally-related) (cc Arts & Lectures).
· Invite special campus/community groups to attend (cc Arts & Lectures).
· Provide two student volunteer assistants.

· Copy A&L on all promotional communications.

· Place A&L logo on all promotional event materials.

· Meet required deadlines.
· Additional promotion options:

a. Coordinate an interview and/or sponsor Ad in The Pride
b. Generate and sponsor flyers for target audience

V.
Letters of Support & Additional Information
If applicable, please attach letters of support/funding from co-sponsors, and any additional information.
Please ensure all information is comple then send one electronic copy (along with letters of support funding/co-sponsors and any additional information) to:





Marilyn Huerta, 


Arts & Lectures Coordinator 


CSUSM, Arts 304 


mhuerta@csusm.edu


(760)750-4366





Deadline for Submission: 3/15/10
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