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Event Request Form
Please complete and submit the Event Request Form to the Student Affairs department at minimum 2 weeks prior to the proposed event date. The form should be submitted by email to lelliott@aii.edu. This in turn will allow for sufficient time for event approval, advertising, technical set-up requirements and further planning.
STEP 1: Event Coordinator Contact Info

Primary Event Coordinator (full name): _____________________________ __________
Student ID: ___________________

Phone Number: ______________________
Email: _____________________________
Program: ____________________ 

Secondary Event Coordinator (full name): _____________________________ ________
Student ID: ___________________

Phone Number: ______________________
Email: ______________________________
 Program: ____________________
Secondary Event Coordinator (full name): _____________________________ ________
Student ID: ___________________

Phone Number: ______________________
Email: ______________________________
 Program: ____________________

STEP 2: The Event
Event Name:__________________________________________________________________________________________

Sponsoring Club or Department :__________________________________________________________________________

Name of Advising Staff/Faculty (e.g. club advisor, instructor, etc): _______________________________________________

Date of Event (MM/DD/YYYY):________________________  Start Time:__________AM/PM    End Time:__________AM/PM

Campus Location: 
( Renfrew Campus
( Burnaby Campus
( Culinary Campus

Specific Location:

( Room _____________
( Art Gallery

( Student Lounge
( Main Lobby




( Outside Space (please specify) ___________________________________________________




( Other (please specify) __________________________________________________________
Event Type: 
( Movie

( Lecture
( Fundraiser
( Athletic
( Food

( Outdoor


( Off-campus
( Special Event
( Discussion
( Arts

( Social

( Music



(Gaming
( Contest
Event Description and Purpose: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
STEP 3: Event Funding
Event Funding:
Some funding is available to support school clubs, organizations, and other initiatives. If you require funding for your activity/event, please specify what you need and what the funding will cover.

( No funding required
( Request for funding from the school
Sponsoring Department:______________________________

    Amount Requested:____________
( Request for give-a-ways/prizes

Please Specify:_____________________________________



( Other funding requests:_________________________________________________________________

Please describe the purpose of the funds/give-a-ways/prizes and how they will be utilized at your event:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Step 4: Promotion
Promotion may proceed once you receive written approval for your event from the Student Affairs Department. Promotion must adhere to the following guidelines:
· Any recognized club, organization, or department associated with The Art Institute of Vancouver may publicize events on campus.
· All advertising must be approved by the Student Affairs Department.
· Posters and other advertising methods should be removed after the event.

· All publicity must clearly state the sponsoring organization; if it is unclear the publicity will be removed from the posting. 
· Please post flyers only on designated and labeled bulletin boards. Any publicity posted on walls, doors, windows, and mirrors will be removed.

How do you plan to advertise your event on campus?

( Classroom Announcements (requires approval from academic directors)
( PowerPoint Slide for TV

( Flyers

( Posters
( Email

( Announcements Sheet

( Word of Mouth

( Other______________
Step 5: Facilities/Technical Requirements
Set-up time:_____________________AM/PM 
Take-down Time:_________________AM/PM
Facilities Set-up Requirements: 
( Tables # _________
(Chairs # _________
( Podium
( Tent

( Garbage Can 

( Recycling Bin 

( BBQ

( Other
Technical Set-up Requirements: 
( Projector 
( Screen
( Music

( Speakers
( Microphone
( Laptop
( Software
( Equipment
( TV

( Game Console
( Other ________________________________________________________________

Campus Security Support:

( No support required



( Unlock Facility – Location:_________________
Time: ________________AM/PM


( Relock Facility – Location:_________________
Time: ________________AM/PM 

( Extra Security Supervision Required (please explain): _____________________________________________________________________________________________________________________________________________________________________________________________________________________
For complex set-up requirements, please attach a diagram with the layout details.
Step 6: Sign and Submit for Approval

By signing the Event Request Form, the student(s) agree to the following terms and conditions:

· The student is aware that neither alcohol nor drugs are permitted at student sponsored events. 
· Fundraising and sales must first be approved by the Dean of Student Affairs. Only recognized campus organizations and departments can raise funds to benefit their organization or for charity events. Individual entrepreneurial sales by any group or individual on campus are not permitted.
· The student event coordinator must be present on the day of the event to oversee the set-up, take down and delivery of the event.  The student event coordinator is responsible to ensure the event runs smoothly and as planned.  If an incident occurs at the event, the student event coordinator must contact campus security and the Student Affairs office immediately.  An incident report should be completed and submitted to the Student Affairs department following the event.

· The student is responsible for any cleanup associated with the event set-up and takedown.  

· The student agrees to comply with all student responsibilities and conduct terms outlined in the Academic Calendar.
Student Signature: _________________________________________
Date: ______________________________________

Advising Staff/Faculty Approval: ______________________________
Date: ______________________________________

Facilities Approval: ________________________________________
Date: ______________________________________

Dean of Student Affairs Approval: _____________________________
Date: ______________________________________

