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EVENT PROPOSAL FORM
Schulich School of Business

Student Clubs

	Initiator:
	______________________
	Club President:
	_________________________

	Club/Organization/UBS/GBC:
	________________________________________________________

	Email:
	________________________
	Phone Number:
	____________
	Date:
	____________

	Club Advisor (Faculty/CDC Advisor):
	________________________________________________________


	EVENT:
	Approximate Number of Participants:
	__________
	ID Number:
	________________

	Start Date:
	__________
	Start Time:
	________
	Finish Date:
	________
	End Time:
	________


	RESOURCES: (Check all that apply)
	
	       Off Campus Event

	       Auditorium
	       Private Dining Hall
	       Weekend Event
	       Student Common

	       Dining Hall
	       Multiple Room Booking
	       Catering
	       McDuffs Café (2nd Floor)

	       Classrooms
	       Breakout Rooms
	       Tuchner’s
	       3rd Floor Lounge

	       Use of Audio/Visual Equipment (Any Classroom A/V can be used at a cost):
	____________________


Scope and Details:

Note: Event Proposal must be completely approved by the School according to deadlines set forth in the policies.

	Written Proposal Attached? (Y/N)?
	
	Detailed Budget Attached? (Y/N)
	


	Sequence
	Approver Name
	Proposal Approved (Signature/Initials)
	Date
	Comments Attached?

	1. Sanction from Student Body

GBC W140B, UBS W140C
	
	
	
	

	2. Event Planning & Logistics (Susan Kimberley W362K)
	
	
	
	


	Sequence
	Required to Sign? (Sr. Event Planner’s Initials if yes – Susan Kimberley)
	Proposal Approved (Signature/Initials)
	Date
	Comments Attached?

	3. Schulich Finance & Budget
(Cindy Zhuang, W362V)
	
	
	
	

	4. Career Development Centre
(Minoo Bhutani / Phanindra Deonandan)
	
	
	
	

	5. Dean’s Office
(Sean Siddik, N302G)
	
	
	
	


	Classroom(s) booked:


	___________________________________
	All Required Event Staff Above Must Sign Approval Before A Room Can Be Booked

	Approved by (ADA Office):
	_________________
	Date:
	___________
	


Revised: September  2017
Please note: Room bookings require up to 7-10 business days advanced notice!








