2018-19

Associated StUdents, Inc. Necessary Documents:
Funding Request Form

Q EventFlyer w/ASI Logo
Q CSIEventReg. Form

O Estimates/Food Permits

Officer Name:
Officer Title:
-Address:
City/State/Zip:
Phone & Email:
Officer Signature

Briefly describe the event:

Event Description and Total Cost Breakdown

QO EventEstimates/ Invoices

Club/Organization: GravitAS Animation Society
Event Title: Animation Option Visiting Artist Series

Date(s) of Event;11/28/18 Semester
Expected Total Attendance: 30
Expected Attendance of Cal State LAStudents:

Is the event open to all Cal State LA students?:

We are inviting animator, illustrator, and storyboard artist,
Phylicia Fuentes to lecture regarding her works and
experiences as an artist.

How will this program enhance the Cal State LA experience?:

This program is meant to educate students on art
processes and give students a perspective in working
in the art/animation industry as well as provide an
opportunity for networking.

Hospitality

Description Amount
N/A

Honoraria/Contracts
Description Amount
Phylicia Fuentes =~ $150.00

Description Amount
N/A

Description Amount
N/A

Event Summary

Total Cost of Event; $1 50-00
Amount Requested from ASI: $150.00
Amount from other sources: $0.00

What other resources are you employing for this event?

N/A

For Office Use Only * Do Not Write Below

Important:

(1) Al Funding Request Forms must be turned in by 12 PM
Friday, the week before the Funding Sub-Committee Meetings.

(2) Additionally, funding request forms must be turned in no less
than10 business days (2 weeks) prior to the event.

(3) Deadline for Request for Payment or Purchase Order (RPP) is

15 days after the event.

All forms must have a Time Stamp and

M

Revid. 7/11/18
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5154 State University Drive
Room 107
Los Angeles CA 90032

323.343.2465 / 323.343.2454
Reservation Confirmation
Sponsor Reservation: 12675
_ Event Name: Animation Optima Visiting
Gravitas Animation Society Artist: Welcome Phylicia
5154 State University Drive Fuentes
" Los Angeles, CA 90032 ' Status: Confirmed

Phone:
Email Address:
Event Contact:
Phone:

Bookings / Details uantity

o
Information and Event Services ‘\}(ﬂ ﬁ"r‘\(bw/

Payment (via cash, check, or purchase order) is required at least ten (10) business days before the event date. Please
make checks payable to the University-Student Union at CSULA.

Reservations are tentative until all applicable fees have been paid. Failure to submit payment by the deadline specified
above can result in the cancellation of the reservation.

. Appointment Date Met with Event Services:
Appointment Date __ Met with Media Services:
Food Permit

For events not catered by UAS-Food Services (GEH), an approved Temporary Food Permit is required.
For events catered by UAS-Food Services, please provide a copy of the Banquet Event Order (BEO) provided to you.

Will food be served?
NO

Wednesday. November 28. 2018
12:30 PM - 3:30 PM Animation_Optima Visiting Artist: Welcome Phylicia Fuentes (Confirmed) U-SU Los Angeles

" Room A - 308A

Theater for 30
Room Charge: ’ 1
Event Services:
Los Angeles Room Chairs " 30
Media Services - Conference:
Multimedia Podium - Los Angeles A (MPLA) 1
Laptop Presentation: VGA Video Connection
Laptop Presentation: 3.5 mm Sound Connection
Lectern Microphone: Podium Mic
Music Playback: i-pod
Laptop Display Adapters: MAC-Mini DisplayPort

+ GENERAL STATEMENT AND GUIDELINES

. Scheduling of all University-Student Union (U-SU) facilities and equipment is arranged through the Information
and Event Services Office.
. All functions scheduled for use in the U-SU are subject to the approval by the Union Executive Director or
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Information and Event Services Reservation: 12675 Confirmed

Bookings / Details Quantity

designee.

. The Information & Event Services Office schedules space on a first-come, first-serve basis.

. The Information and Event Services Office reserves the right to: A7

Reassign facilities in order to maximize efficient and effective use of its facilities.

Cancel an event or modify the extent of services provided in the event of utility interruptions, campus emergencies, and
threat of imminent danger or natural disasters.

The Information and Event Services Office will make an effort to notify the sponsor if reassignment is necessary.
CONDUCT AND RESPONSIBILITY OF SPONSORS

. Event sponsors are defined as U-SU Board of Directors, Administration, Programs and Tenants, ASI, CSULA
Divisions, Departments and Offices, registered CSULA Student Organizations and off-campus groups or individuals.

. Applicable fees may apply and are dependent on the scope of any event.

. Sponsors using U-SU facilities must restore them to original condition.

. Sponsors reserving space in the U-SU are responsible for the behavior of their guests and members.

. Student Organizations must be in good standing and officially recognized by the U-SU Center for Student

Involvement. Failure to do so by the established deadline date, will automatically void all reservation privileges and all
standing reservations will be canceled.

. No sponsor of any type may reserve space on behalf of another sponsor, group, or individual. Sponsors
violating this policy may be subject to applicable rate charges and/or suspension of facility reservation privileges.
. It is agreed that any charges arising from the use of the U-SU facilities will be billed to the organization or

individual indicated on the reservation confirmation, and will remain the obligation of the individual until paid. This will
include any theft or property damage occurring from the use of the facility under the provisions of this agreement.

. Sponsors using the U-SU facilities must have their reservation confirmation in his or her possession at the time
of occupancy and present, upon request, as evidence that proper arrangements for occupancy have been made. *The
sponsor reserving the space must be the primary organizer of the event and must be present at the event to assist in
event management and coordination.*

. Event details, including changes in set-up, equipment and staffing, must be finalized no later than two (2)
business days prior to the event date or will be subject to late fees to cover costs for unscheduled labor.
. All sponsors must ensure that food and beverage items must be picked up and properly disposed. Direct

cleaning expenses may be billed to the sponsor at the discretion of the on duty Building Manager if excessive cleaning
of the room(s) is required above and beyond the normal cleaning conducted.

. The U-SU strongly encourages sponsors to obtain insurance, and may, at its sole discretion, require that
insurance be provided for certain events.

CO-SPONSORSHIP

. When groups falling into two different fee categories elect to co-sponsor an event, the higher facility rate shall
be used to determine fees. '

. The person reserving space for organization must be the primary organizer and contact person for the event.
. Event sponsors and organization members must be present during the entire event and attend any planning
meetings.

. Student Clubs and Organizations recognized by the Center for Student Involvement are not permitted to
reserve space for the purpose of a campus department or off-campus function.

. The sponsoring organization/individual is responsible for the conduct of all participants as well as others

attending the event.
RESERVATION PAYMENT, PRE-PAYMENT, & INVOICING FOR EVENTS
Off-Campus Reservations:

. Reservations cancelled more than thirty (30) days in advance, one-hundred percent (100%) of deposit will be
refunded.

. Reservations cancelled less than thirty (30) days in advance, but more than two (business days), fifty percent
(50%) of collected fees will be refunded.

. Reservations cancelled less than two (2) business days prior to the event will not be refunded.

On-Campus Reservations:

. Reservations cancelled more than ten (10) business days in advance will not be invoiced.

. Reservations cancelled less than ten (10) business days in advance, but more than two (2) business days will
be invoiced for fifty percent (50%) of meeting space rental fee.

. Reservations cancelled less than two (2) business days prior to the event, will be invoiced in full. If a purchase

order has been deposited in lieu of payment, the sponsor will be billed for the total charges.

PAYMENT and PRE-PAYMENT for EVENTS i
Reservations requested more than thirty (30) days in advance will require a fifty percent (50%) deposit at the time of the %/
reservation request and full payment no later than ten (10) business days prior to the event or via a Purchase Order.
Reservations requested less than thirty (30) days in advance will require full payment within five (5) business days after

the reservation is requested.
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Informatio‘n and E\!/ent Services Reservation: 12675 Confirmed

Bookings / Details Quantity
Reservations requested less than five (5) business days will require payment in full at the time of the reservation
request.

#~For events involving ticket sales, charges such as room rent, cleaning, labor, etc., an amount will be deducted from the
! gross ticket sales and the balance will be paid via check to the sponsoring organization. Check processing will take
approximately ten (10) business days. If the amount collected from ticket sales does not cover expenses, the
sponsoring organization will be required to pay the difference.

Reservations will be considered tentative and subject to cancellation until charges are paid in full.

Payment must come directly from sponsor making the reservation.

INVOICING FOR EVENTS

Invoices are processed within five (5) business days after the event date. Payment is due upon receipt of invoice.

Prior event charges for the U-SU and University facilities must be paid in full before any subsequent facility usage by
the same group will be approved. ‘

If applicable, an estimate of charges will be printed on the reservation confirmation at the time the reservation is made.
Potential charges include the room rental, staff/personnel, extended hours, cleaning, AV equipment and linen fees.
Final charges may be significantly different than the original estimate depending on the scope of the event. *If payment
is made by check and the check is not honored, a $25.00 service charge will be assessed. The original charges and the
service fee must then be paid with cash, money order, or cashier’s check.*

Cal State LA will be a smoke and tobacco free campus. “Smoke Free” means the use of cigarettes, pipes, cigars, and
other “smoke” emanating products including e-cigarettes, vapor devices and other like products are prohibited on all
University properties. “Tobacco Free” means the use of cigarettes, pipes, cigars, smokeless tobacco, snuffs, and other
tobacco products are prohibited on all University properties. '

The policies and procedures of the University- Student Union are hereby incorporated and made part of this agreement.

It is the responsibility of the event sponsor to inform the guests and performers of these policies and procedures and

ensure compliance.

The vendor/sponsor agrees to indemnify and hold harmless the University-Student Union, the State of California, the

Trustee of the California State University, the California State University, Los Angeles, and their officers, agents,
_._employees and volunteers against any and all losses and expenses including attorney’s fees and costs or claims for

“injury or damages by reason of liability imposed or claimed to be imposed by law upon the vendor/sponsor for damage
-~ pecause of bodily injuries, including death at any consequence of the performance of the performance of the terms of

this agreement.

Your signature bellow represents acceptance of this agreement. | as a representative of the above the above stated

sponsor agree to abide by the policies of the University- Student Union, and all applicable University-Student Union

laws and regulations.

Reservation.Contact's Signature W Date ;Ml?\l\g
| A
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CALIFORNIA STATE UNIVERSITY, LOS ANGELES MEETING ROOM RE Q UEST FORM

- Tv CALIFORNIA STATE UNIVERSITY, LOS ANGELES
STUDENT UN |0N : 5154 State University Drive, Rm # 107
) Los Angeles, CA 90032-6636
Phone: (323) 343-2465 Fax (323) 343-2454

rganization . Oravitas Animation Sodey Reservation Contact:
hone Numb ) Email. ZZEZWRFOEENEieY e . \ .
ate of vent: {1/28/18 _lpm- Dpm Title of vent: Atimation Opfion isiing Actie: PS8 Buentes

“cess Start Time: __ 12:30_p? ccess End time:  &: 300m

! A

1culty/Staff Ad

Extension:

you represent an off campus organization, please pravide your billing address: ’
treet Address: City/State/Zip Code:

PECIAL EVENT INSURANCE CAN BE PROVIDED: Yes O If YES, sponsormust name the University-Student Union, the State of California, the Trustee of the California State
University, the California State University, Los Angeles, and their officers, agents, employees and volunteers as
additional insured. The general liability limit must be of no less than one million dollars ($1,000,000).

No O If NO, sponsor will be required to complete Event Insurance Assessment Form (Schedule B).

ENT INFORMATION

lease check YES or NO to the following statements regarding event details: (Additional fees may apply)

egistration, admission fees, or donations are being accepted: OYES QNO If s0, please specify amount: $

1% or more guests/participants will be from off-campus Ovis Qno

sere will be a vendors fair or exhibitors as part of this event: Oves @no

lcohol will be served: ' OYES @ NO  Ifso, an approved request to serve Alcoholic Beverages form must be submitted.

OYES @NO If s0, wha is providing?

yod will be served:

+is event is directly related to the educational mission of the University: @YES ONO
1is event is sponsored or promoted by a non-University or off-campus organization: OYES @NO If sa specify:
1is event is a profit-making venture (i.e. product show, or solicitation of goods or services): Qves @no

ecorations, banners, or signs will be displayed: - Oves @no  Ifyes, please desribe:
1is event will include filming or recording: Qe QN0 i so, please specify:
1e media will be notified about the event (newspapers, television, radio stations etc.): OYEs @NO o, specify:
movie/film/documentary will be shown at this event: OYes N0 ifso, viewing rights must be provided before event can be confirmed.
1is event is co-sponsored by the U-SU or on-campus department Oves @no  ifso, specity: LI ccc L est Ll Other: )
INT LOCATION ** Indicates Multi-Media Room (See back for details) : .
. *k lhamb 5k
] U-5U Theatre 106 [ Athambra Room 305 B Los Angeles Room 308A** 0 Montebello Room 309
1 Boardroom South 303A [0 Pasadena Room 307 O Los Angeles Room 308B** O ElMonte Room 311
] h 303B** Lhd ‘o
Boardroom North 303 [ Los Angeles Room 308ABC O Los Angeles Room 308C** O San Gabriel Room 313**
1 Boardroom North & South 303** O Los Angeles Room 308BC** '
N

REFFERED ROOM SET UP Expected Attendance @p Count: )
g Theatre Style 3388 [ Banquet Style -é- O Reception Style fid [ Specialized
7 Conference Style o&e [ Classroom Style e O Discussion Circle & & (For specialized setups, sponsors willneed to 3@

meet with a coordinator for more details.) W,
JITIONAL EQUIPMENT - For additional details such as panels, food tables, information tables, easels, please provide more information below.
O Dry/Erase Markers (O Riser Staging O Easel(uptog) ___ Tables Chairs Cocktail Tables

NOTES: P roﬁec\e( will 'be needed.

anestor's Signature: /\/4 | . Date: 8/10./18




] LOS ANGELES ROOM CONCERT PA (For Bands Only)

Wired Microphone up to 7available  [Ji-pod Connection [ DI Box (Direct Input Box) 1 available
For events with a band playing, please set-up a meeting with Event Services Coordinator at the U-SU Front Desk 107.

i | LosAngeles RoomABC ; '?'.' F s
| 3084 [ 5088 | s08¢| | e N

o N AT A . 303

i Yld 303 - BOAROROOM NORTH
303A - BOARDROOM SOUTH
305 -ALHAMBRA ROOM
307 - PASADENA ROOM
308A - LOS ANGELES ROOM A
) 3088 - LOS ANGELES ROOM 8
iy /7 308C - LOS ANGELES ROOM C
Vi 309 - MONTEBELLO ROOM
314 - & MONTE ROOM
313 - SAN GABRIEL ROOM

Reservation Agreement
é_ [understand initiating this agreement gives me the responsibility to pass this information to either the main contact or the event contact of this event.

Name|
LS

L-6 | undefstand ALL évents must be finalized NO later than z business days prior to the event date.

funderstand that failure-to come and sign my. Reservation Confirmation after 2 business days from natification, will result in an automatic cancellatiop.

LS_ | understand if no update on reservation request is received 3 business days after submitting Request Form, itis the
sponsor/department/club/organization’s responsibility to foliow up with our office.

£ lunderstand |, or my event contact, will need to present an |D in order to check-in the day of the event, and ONLY | or my event contact can sign

5 and/or make changes to the reservation.
L | understand my reservation must be canceled 2 business days prior to the event date, or it will be considered a No-Show.
L | understand that submitting requests less than 10 business days in advance does not guarantee my paperwork will be processed in time. _

Updated 4/16/2018



STUDENT ORGANIZATION
EVENT REGISTRATION FORM

This form must be completed 10 business days prior to the event date. Reservations for on campus events will not be confirmed unless this form
has been completed. No publicity may be distributed or posted online until this form has been submitted for off campus events or until the
reservation confirmation process has been completed for on campus events. Signatures must be completed in biue or black ink.

NAME OF ORGANIZATION: GPAU!AQS ANIMATION SOCIETY prone: ||| GGG o= 6’/:’4/ 18

EVENT CONTACT NAM

NAME OF EVENT: ANIHATION OPTION WiSi¥iNG ARTIST : hm“&ﬂgomﬁow LoS ANGELES RQOOM 3

EVENT DATE: {{ /2 g/ | % BEGINTIME: | Pt END TIME: 3 pm ESTIMATED ATTENDANCE: 7 5
TYPE OF ACTIVITY (THE UNIVERSITY’'S GENERAL RELEASE WILL BE REQUIRED FOR CERTAIN EVENTS.)
BENEFITS TO PROCEED EDUCATIONAL PROGRAM SPIRITUAL PROGRAM RECREATIONAL PROGRAM
DANCE/PARTY SOCIAL PROGRAM COMMUNITY SERVICE CONFERENCE/CONVENTION
__OTHER: X, SPEAKER/PANEL
WILL YOUR EVENT INCLUDE ANY OF THE FOLLOWING? (PLEASE CHECK ALL THAT APPLY)
"SPORTS ACTIVITY OR COMPETITION FOREST/PARK CLEAN-UP INTERNATIONAL TRAVEL
BEACH CLEAN-UP INDOOR/OUTDOOR COOKING DOMESTIC TRAVEL
BEACH BONFIRE . AMPLIFED SOUND — ANIMALS

PLEASE DESCRIBE THE EVENT BELOW (INCLUDE ALL ACTIVITIES):

Lg{_x\,\;\{ OA ,ﬁv\.\/vx:,_.%\'."_ '_\V\J'Vgﬁ ﬂv‘«'} Ci«a{aiw ;}ﬁ.;jv\,,_

HOW WILL YOU MARKET THIS EVENT? (CHECK ALL THAT APPLY)
A SOCIAL MEDIA ___PRINTED POSTCARDS ¥, PRINTED POSTERS/FLERS ~__ OTHER:

WHO JS \
STUDENT ORG MEMBERS

CAL STATE LA COMMUNITY OTHER COLLEGES. & UNIV. - {ENERAL PUBLIC GUEST LIST

Events mtended for the general Cal State LA campus will be listed in the Student Organization Calendar of Events distributed in a b|-

weekly email by the Center for Student Involvement. NO, | DO NOT WISH FOR MY EVENT TO BE POSTED.

WILL THE EVENT HAVE AN ADMISSION CHARGE, REGISTRATION, PARTICIPATION FEE, OR RAISE ANY PROCEEDS TO BENEFIT THE

ORGANIZ_ATION? (If yes, please complete statement regarding proceeds to benefit transactions on the back of this form) YES
(N v -

WILL A MOVIE BE SHOWN? NO! YES (If yes, please attach written proof of viewing rights.)

WILL THE EVENT HAVE SECURITY? @ YES If yes, please explain

{WILL FOOD BE SERVED AT THE EVENT? YES

IF YES, WHO WILL PROVIDE THE FOOD? UNIVERSITY CATERING OTHER:

A completed food permit is required for all on-campus events with food unless the food is provided by University Catering.

YES. Please attach a completed request to serve alcoholic beverages.
(This form may take up to two weeks for review and possible approval.)

WILL ALCOHOL BE PRESENT AT THE EVENT?

WILL THE EVENT BE HELD IN A RESTAURANT/VENUE WHERE ALCOHOL IS AVAILABLE? NOY  YES Initials

If so, please affirm organization members and guests will not consume alcohol.
WILL OFF-CAMPUS MEDIA BE NOTIFIED ABOUT THE EVENT (NEWSPAPER, TV, RADIO, ETC.)? @ L B NTTED oM BAGES.
DOES THE STUDENT ORGANIZATION WANT TO PURCHASE SPECIAL EVENT INSURANCE FOR THIS-EVENT?

MEMBERS ON PAGE 2.

ease be aware that student orgamzatlon events are not covered for Ilablhty or other msurance by Cahforma StateUmversuty Los Angeles or

ol 1 imivemenibe Chiidank |Inimn QRiidant armanizatinn ~fficare ar tha advienr mav he held oersonallv liable. If the student organization would like to |

PLEASE LIST 2 TIPS TRAINE

S120liX cQ

i
V7

pa




U-SU STUDED

ADVISOR’S NAME ' A M
S icl

STATEMENT REGARDING PROCEEDS TO BENEFIT TRANSACTIONS

As officers of this recognized student organization at Cal State LA, we affirm that all proceeds raised or assets assigned will be used solely for
the benefit of the organization as a whole. Further, it is affirmed that no proceeds or assets of this organizations will accrue to the benefit of
any officer, member, or any private person. We also affirm that all proceeds transactions for this event will comply with all University policies
and procedures including but not limited to ICSUAM Policy 3141.01 and the Cal State LA Student Organization Funds Administration Policy.

Describe the admission charge, registratibn, participation fee, or any proceeds that will be raised to benefit the organization.
Please include how much the organization will be charging for any of these proceeds.

PRESIDENT: SIGNATURE:
TREASURER: SIGNATURE: H oaTe:

or [__JAPPROVED exEMPT STATUS: Sl VERIFICATION |

EVENT GUIDELINES

The following guidelines are provided for the benefit of the student organization. They are intended to be followed completely. Failure
to comply with any of the following guidelines may result in disciplinary action taken against the organization including suspension of
recognition, events and use of facilities. More information can be found online in the Student Organization Handbook.

CONDUCT: The organization assumes full responsibility for the conduct of participants at the event. Any violation of University policy may subject
the participants and/or the organization to disciplinary action by the Center for Student Involvement or Student Conduct.

ALCOHOL: In accordance with Administrative Procedure 019 - Alcoholic Beverages, any event (on or off campus) that involves the
consumption of alcoholic beverages requires authorization from the University. Your organization must complete and
submit a Request to Serve Alcoholic Beverages form in addition to this Event Registration Form. Please allow at least
3 weeks for this form to be reviewed by the University. Approved alcohol consumption events and events held where
alcohol is available (but will not be consumed) require at least two TiPS certified members to be in attendance of the
entire event. Additional guidelines may be enforced.

puBLICITY: All publicity material must comply with University Administrative Procedures AP PO03.and AP PQO7.
If your event will require the use of general release waivers prior to organization member and guest participation, your

GENERAL organization is required to comply with all instructions provided by CSI, including submitting all completed forms and
RELEASE:  requested documents.

MY SIGNATURE BELOW INDICATES THAT | WILL TAKE RESPONSIBILITY TO ENSURE THAT THE EVENT WHICH MY ORGANIZATION 1S SPONSORING WILL
FOLLOW ALL GUIDELINES SET FORTH BY THE UNIVERSITY. | ACKNOWLEDGE THAT THIS EVENT AND ANY ASSOCIATED EVENT SPACE RESERVATIONS
MAY BE SUBJECT TO CANCELLATION BASED ON MY ORGANIZATION’S RECOGNITION STATUS.

SIGNAT
1,

i Q18

STUDENT ORG. OFFICER'S NAME

RE (PLEASE USE BLUE OR BLACK INK ONLY) DATE:

|umumumuxmmmuumnnmmmmuACjKNO’W}LED_GYMENT - FQR OFF[CE CUSE OQNLY mumu st aiem i
CENTER FOR STUDENT INVOLVEMENT (U-SU 204) 4R DATE: -

30(1%

CSI VERIFIES THE ORG. IS RECOGNIZED BY THE UNIVERSITY P— 4

ASSISTANT DEAN OF STUDENTS: WELLNESS & ENGAGEMENT

GENERAL RELEASE REQUIRED FOR ALL PARTICIPANTS? D NO D YES DATE REQUIRED:

NOTIFICATIONS:
[ pustic aeeairs DATE: [} amusncs DATE:
[] oepr. or pusuic sarery DATE: ' [[] FACILITIES USE COORDINATOR DATE:
D OTHER: DATE: D U-SU BUSINESS OFFICE DATE:

NOTES OR UPDATES: (TIPS-TRAINED MEMBERS, INVITED MEDIA, ADDITIONAL INFORMATION/REQUIREMENTS

lindated 08.01 18 | Page 20f2
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P27™1:30 - 3:30

STEPHEN SILVER

Y 1T 12:80 = 2:30

ENCYCLOPEDIA PICTU

/751

ASSOCIATED STUDENTS INC.

THE ACTIVITIES ARD OPINIONS PRESENTED ARE HOT.
RECESSARILY THOSE OF ASSOCIATED STUDERTS, IHC.









