Request: Board Determination, or Approval of an Event to be Held or Expenses to be Paid

(Submit in advance of entering into any commitment.  Attach copies of agreements and other relevant documents.)

Requester(s)







Date




Requester Contact Information
Phone













E-Mail








Requester Contact Information
Phone













E-Mail








Subject













Description 












Is this Related to a Safety Issue?









Date to be Held or Completed









Is this Related to Other Events/Expenses?








Details




















































Has this been Budgeted?











Benefits or Objective to be Achieved























Fees or Other Charges per Student










Due Date(s) of Fees or Other Charges








Is Any Portion of the Fees/Charges Non-Refundable?






Fundraisers – Taxes to be Charged
Yes / No  If Yes, details:










If No, basis:







Fundraisers – Boosters / Student Split








Fundraisers – Net Proceeds Targeted to Specific Purpose







Expenses Associated with Request






$


(A) – Paid in Advance







$


(S) – Paid Subsequently






$













$













$


Revenue Associated with Request






$













$













$













$













$


Describe the Preparation Required for the Event or Activity

Primary Contact:











Describe how the Event or Activity will be Promoted

Primary Contact











Describe how the Event or Activity will be Conducted, including Coordination among the Boosters and its Members, as well as Students and Staff
Primary Contact











Describe how Materials will be Distributed to Participants, Orders Taken, and Funds Collected


































































Primary Contact











Describe how Orders and Funds will be Collected from Participants and Processed

Primary Contact











Describe how Merchandise will be Delivered

Primary Contact











Date Approved by Administration









Is this Decision Delegated?

Yes / No  If Yes, to:






Comments or Other Information









Concurrence
Committee Chairs,





Date





Officers, Student












Accounts













Treasurer, or Staff









******************************************************************************

To be Completed by the Authorizing Official(s)
Conditions













Standard Condition:  Any changes to the above must be submitted for action prior to entering into a commitment.
Determination


        Date

Approve/Deny/Abstain
     Manner
If Delegated












President












First Vice President











Second Vice President










Treasurer












Secretary












Notification to Requester






Date




Notification to Interested Parties































































