LECTURE COMMITTEE PROPOSAL FORM

2008-2009
1. Event Coordinator: _______________________Phone:______________Email:______________

2. Proposed Speaker(s): 

3. Club Sponsoring Event: 

4. Proposed Date(s) of Lecture(s): 
 Time: 

5. Proposed Building & Room: 
 Confirmed: 

6. Include a brief overview of the purpose of the lecture, the individual's credentials, and how the lecture will benefit the campus community.  All proposals should incorporate one or two interdisciplinary classroom presentations as well as a “keynote” lecture or performance open to the public.
7. Include the speakers SS# and address. 
	             


8. Proposed budget ($1,500 limit):
	ITEM
	PROPOSED COST
	ACTUAL ALLOCATION

	SPEAKING FEE
	
	

	PROMOTION/MARKETING 

Please submit a short narrative with the budget below detailing the marketing plan for this event.
	
	

	Labor for the below mentioned services, when negotiated and contracted through the Student Activities Office with a Letter of Agreement attached, will be billed at $7.00/hr.
	
	

	     - Posters
	
	

	     - Duplicating (memos)
	
	

	     - Radio ads
	
	

	     - Newspaper ads
	
	

	     - Direct mail @ .40 per piece
	
	

	     - Other
	
	

	LODGING
	
	

	     - @ $55/day x # of days, plus room tax
	
	

	MEALS
	
	

	     - $30/day x # of days...

       (25% breakfast...25% lunch...50% dinner)
	
	

	TRANSPORTATION
	
	

	     - Plane fare
	
	

	     - Bus/train fare
	
	

	     - Mileage @ .28/mile personal car or .30/mile

       state car
	
	

	TOTAL COSTS
	
	

	ANTICIPATED REVENUES
	
	

	TOTAL REQUEST
(total cost minus anticipated rev.)
	
	


BEFORE SUBMITTING REQUESTS, PLEASE READ ALL GUIDELINES

Senate Allocation Guidelines

2007-2008

General Guidelines

· The Senate Allocation Committee will meet twice per term at times to be

announced.

· Request forms must be submitted seven days before the next scheduled Senate

Allocation Committee meeting.  All meetings will be open to the public.

· Clubs requesting funds should be prepared to support at least 50 percent of the activity. 

· After the activity, receipts for all budgeted expenses will be submitted within two

weeks, to the Student Activities Office.

· Individuals and clubs are required to include a cover sheet in addition to the
required application explaining how they will use the funds and what benefits their trip will bring to the students of EOU. 

· Clubs must complete the service hours before, or within 30 days of conclusion of

the activity.  

· A representative of the sponsoring club is required to present the request to the

Senate Allocations Committee. 

· The Senate Allocation Committee chairperson, and the Student Activities Office

offer assistance-constructing proposals.

· Funds may be requested within 1 academic year of the proposed performance.

· SFC funded units may not request or receive funds through the Senate Allocations

Committee.

Lectures Funds

 These funds are available to bring extra-curricular lecturers or performers to the University.

· Any EOU club or student may request Lecture funds.  Club requests for funds will be separate from their $3,000 club allocation limit.

· The campus/community service requirement does not apply to Lectures funding.

· Only $1,500 may be requested per lecturer, however, if two or more clubs co-sponsor a lecturer, $3,000 may be requested.  This amount should include all expenses associated with the event.  

· In addition to the required lecture request form, a cover sheet must be submitted that contains a brief overview of the purpose of the lecture, the individual's credentials, and how the lecture will benefit the campus community.  

· All proposals will incorporate one or two interdisciplinary classroom presentations, as well as a “keynote” lecture or performance open to the public.

· The Student Activities Office must approve all contracts at least two weeks in advance of the proposed event.  

· The Student Activities Office offers assistance completing lecture proposals. 

· Adequate campus-wide and community advertising is required (i.e. Observer and The Voice).

· There must be a two-year gap between lecture presentations before the Senate Allocations Committee can fund the same lecture again.

For more information, please contact Janet Jessup, ASEOU V.P. for Campus Affairs at 962-3387, visit Hoke 312, or email ASEOU at asvpcam@eou.edu. 

