

Student Organization Co-sponsorship Agreement 

Type of event:
 FORMCHECKBOX 
 Music (band, concert)
 FORMCHECKBOX 
 Film

 FORMCHECKBOX 
 Barbecue
 FORMCHECKBOX 
 Special Event:  ​​​​​​​​​​​​​​​​_____________________________


  FORMCHECKBOX 
 Comedy  

 FORMCHECKBOX 
 Speaker        

  FORMCHECKBOX 
Carnival 
 FORMCHECKBOX 
 Dance
 FORMCHECKBOX 
 Other:  ______________________ 

List the names of the co-sponsoring department(s) and/or organization(s) and the name/information of the primary contact person: 
Organization/Department
Primary contact person
 
Phone #

E-mail address 

______________________ 
______________________  
_________________ 
_____________________
______________________ 
______________________  
_________________ 
_____________________

______________________ 
______________________  
_________________ 
_____________________

______________________ 
______________________  
_________________ 
_____________________

Event date:  ________________________________
        Location: ________________________________         
Event start/end time: _________________________        Doors open: ______________________________                 
Set-up time: ______________________ _________        Sound check: _____________________________
Expected attendance: ________________________  

Description of event:   _________________________________________________________________________
_______________________________________________________________________________________________

_______________________________________________________________________________________________

Funding
Total estimated budget of event:   $_______________     Sources:  _____________________________________
List expenses and the group responsible for handling all payment documents: 


Expense Item




        Amount

Group managing payment

__________________________
___________

_______________
_____________________


__________________________
___________

_______________
_____________________


__________________________
___________

_______________
_____________________


__________________________
___________

_______________
_____________________


__________________________
___________

_______________
_____________________

 (attach an additional sheet if needed)
Publicity Campaign
Briefly describe the marketing plan for this event and which group will handle which part of the plan: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Responsibilities
Which group will be responsible for what aspect of this event: 

Task





Organization/Department


 FORMCHECKBOX 
 Meet with Student Activities to  


_________________________________


complete the Event Planning Process

 FORMCHECKBOX 
 Contacting performer/renting film


_________________________________

 FORMCHECKBOX 
 Booking Venue




_________________________________
 FORMCHECKBOX 
 Requesting Sound Tech Crew


_________________________________
 FORMCHECKBOX 
 Food contract




_________________________________
 FORMCHECKBOX 
 Hanging/replenishing posters


_________________________________
 FORMCHECKBOX 
 Completing work orders



_________________________________

 FORMCHECKBOX 
 Managing all requests for payment


_________________________________
 FORMCHECKBOX 
 Signing out credit card for event


_________________________________
 FORMCHECKBOX 
 Setting up for event (i.e., chairs, tables, staging)
_________________________________

 FORMCHECKBOX 
 Purchasing decorations



_________________________________
 FORMCHECKBOX 
 Working the event




_________________________________

 FORMCHECKBOX 
 Cleaning up after event



_________________________________

 FORMCHECKBOX 
 Thanking volunteers




_________________________________
 FORMCHECKBOX 
 Providing final report/event evaluation

_________________________________
When agreeing to co-sponsor an event, it is recommended that: 

The co-sponsoring groups hold weekly planning meetings to discuss updates, and to report on progress made during the week thereby keeping everyone informed. Attendance at these meetings should be mandatory.
· Discuss changes as a group before they are implemented.

· Discuss financial status of proposed budget to make sure you are on track and not overspending.

· Determine the number of volunteers needed and the status of the volunteer pool.
· Discuss the marketing plan and start on an alternate plan should the co-sponsors feel this to be necessary.
· Discuss the day of the event plans and determine who will do what and at what time.
· Participate in the evaluation of the event and prepare a final report for each group’s records.  

If your department/organization complies with the terms & conditions stated above, please sign below and make a copy for each sponsoring department or organization. 

Sign: ___________________________________________________  Date: ____________________________

