Proposal to Lectures and Events Committee

Responsibilities of the “Proposer”
1. Complete this form and send it to the Lectures & Events Committee c/o the Office of the Dean or cfein@sbc.edu. Proposals $1,000 and under can be submitted on a rolling basis. Proposals over this amount must be submitted by the required date as dictated in the annual Call for Proposals.

2. Check potential dates for campus space using the online events planning system (http://sbc.edu/featured-events/schedule-or-approve-an-event/).
If Funding is Approved
1. Reserve space using the online events planning system (http://sbc.edu/featured-events/schedule-or-approve-an-event/). You may also request physical plant needs and academic technology support here.
2. If lodging is needed, confirm availability at the Florence Elston Inn by calling 434-381-6207. Be sure to request the internal rate.
3. Schedule an appointment with the media, marketing and communications office at 434-381-6262 to coordinate publicity, brochures and invitations, if needed.
4. Have the speaker(s) complete and sign an IRS Form W-9 (https://www.irs.gov/pub/irs-pdf/fw9.pdf) and send it to Cyndi Fein in the dean’s office.
5. Send all invoices for payment to Cyndi Fein in the dean’s office for processing. Note: the business office needs two weeks to process checks for payment. Invoices must clearly indicate if the business office is to contact you to pick up the checks or mail them to the recipients.
6. Within 30 days following the event, please send to Cyndi Fein in the dean’s office a detailed budget summary of all monies and how they were spent as well as copies of flyers, brochures and other PR items for the committee’s records.

	Proposed by (name and department originating event)
	

	Person or department responsible for implementing the event
	

	Summary of proposed event or speaker. Attach detailed information, including CVs.
	

	Proposed date(s)
	

	Has the speaker been approached about his/her availability?
	

	Room requested for event
	

	Anticipated audience and size
	

	Description of opportunities for interactions with students
	

	
	

	Budget
	

	Honorarium/fee
	

	Transportation costs (specify)
	

	Accommodations (specify)
	

	Meals
	

	Catered events (specify)
	

	Publicity, brochures,
Invitations and postage
	

	Other (specify)
	

	Total cost for event
	

	Funds available from other sources (specify)
	

	Total funds requested from Lectures and Events Committee
	


