ASSOCIATED STUDENTS, INC

FUNDING REQUEST FORM ' 2019-2020
PART1-NOTICE&CHECKLIST ' ‘

1. All Funding Request Forms must be submitted by 12 PM Friday, the week before the Funding Sub-Committee Meetings.
‘ R ‘lr 2. Funding request form; must be turned in no less than 10 business days (2 weeks) prior to the event.
3. Deadline for Request for Payment or Purchase Order (RPP) is 15 days after the event. i

EVENT FLYER WITH ASI LOGO CS| EVENT REGISTRATION FORM ESTIMATES/FOOD PERMITS EVENT ESTIMATES / INVOICES

PART 2 - CONTACT & ORGANIZATION

cLus/orG: Master of Social Work Student Organization
EVENT TITLE: MSW Recognition 2020
DATE(S) OF EVENT: 5/15/2020 ' SEMESTER: SPRING

| EVENTLOCATION: Golden Eagle Ballroom - USU
EXPECTED ATTENDANCE: 400

SIGNATURE; / . . EXPECTED CAL STATE LA STUDENTS ATTENDANCE: 130

PART 3 - EVENT DESCR!PTION

IS THE EVENT OPEN TO ALL CAL STATE LA STUDENTS? [/]ves [[|No | HOW WILL THIS PROGRAM ENHANCE THE CAL STATE LA EXPERIENCE?
BRIEFLY DESCRIBE THE EVENT: : _ E
The event promotes and recognizes the talents,
This is recognition ceremony for students of the MSW || experiences, and intellectual achievements of the
program. Event includes guest sp eakers, photo student body. The event promotes the MSW program
‘opportunities, and recognition of students and faculty. in the community and builds cohesiveness on campus.
PART 4 - COST BREAKDOWN
DESCélP'TlON: l AMOUNT: .': DESCRIPTION: AMOUNT:
~ | Food (Golden Eagle Hospitality) 4,647.00 | = )
= | Equipment (Golden Eagle Hospitality) - 915.00 =
= Service Charges (Golden Fagle Hospita ~ 945.54 =
= Tax (Golden Eagle Hospitality) . 51651 | =
DESCRIPTION: : AMOUNT: . DESCklPTlON: ) AMOUNT:
=
PART 5 - EVENT SUMMARY
TOTAL COST OF THE EVENT | 7,024,05 ] OFFICE USE ONLY
TOTAL REQUESTED FROM ASI o 3,000.00 STAFF INITIALS
AMOUNT FROM OTHER SOURCES 4,024.05 TIME STAMP: %lﬁ

WHAT OTHER RESOURCES ARE‘ YOU EMPLOYING FOR THIS EVENT:

MSWSO is utilizing remaining funds our on campus bank account
and fundraising from food & merchandise sales.

FOR THE STUDENTS, BY THE STUDENTS REV 9/18/19 ] 2\ )
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Golden
Eagle

Hospitality

" for: Event # E37363
' on: Friday, May 15, 2020

Client/Organization .. EventDate . Booking Contact Event#
MSWSO 5/15/2020 (Fri) - E37363
 Address ) ) City, St/Prov Postal " | Booking Tel Guests
5151 State University Dr Los Angeles, CA 90032 400 (Act)
‘ Party Name Sales Rep Theme Category-
Master of Social Work Recognition C¢| Amanda Tapia Social
‘ Venue
Description Type " Start End Banquet Room Setup Style
7:00 pm 11:00 pm Ballrm 1-2 Theater
~ Setup Notes
Set-up: 3:00pm
Event Start: 4:00pm
Event End: 8:00pm
Food & Beverage Equipment/Miscellaneous :
Food/Service ltems Unit Price Total Food/Service ltems Unit .Price Total
Food served on Patio served at (1) Parking Rental (No Each 225.00  225.00
7:00pm ‘ Signage)
(400) Disposables Each 0.50  200.00 o
(60) -Cheeseburger Sliders Dozen(s) 24.00 1,440.00 (3) Check-in Table - set outside
v ‘ after B1 Door - blocking guests -
(5? nggplgnt Pesto Mozarella Dozen(s) 24.00 lﬂ20.‘00 o get to food without checking -
Sliders _ in ’
‘(30) -Chicken Taquitos (Cutin ~ Dozen(s) 16.00 480.00 Patio Se toup:
Half) w/ Salsa - . ; )
(12) Wrap Patters- Each 85.00 1,020.00 32) C(ic.ktall Table(s) with Each 20.00  240.00
PINWHEELS - rouseninen 3
" (3)-Turkey Club Platter(s) (15) Chairs- set along railing Each |
(3)-Grilled Chicken Pesto Platter(s) Sf);;‘t’i‘:) d Station- set in middle
(3) -Chicken Salad Platter(s)
(1)-Caprese Platter(s) *Ballrdom set-up*
(i]) -Chipotle Black Bean Platter(s) #*ENTRANCE THROUGH
(Vegan) _ BALLROOM 2 ONLY**
(1) -Roasted Vegetable (Vegan)  Platter(s) (1) Theater Seating for 400- Each
-served with Baslamic FACING South '
Vinagrette , (1) Podium and Mic-centered Each 2500  25.00
(2) -Traditional Caesar Salad Bowl(s) 115.00  230.00 op stage I
() -Large-Mixed Green Salad Bowl(s)  105.00  210.00 (1) Av Cart, projector and Each 50.00 50.00
w/ Lemon Viniagrette screen (Client to bring laptop) :
(3) -Large- Cheese and Cracker Each 115.00 345.00 (2)Risers Each 125.00 250.00
Platter ‘ (1) Pipe and Drape - Set behind Each  125.00  125.00

- Authorized Signature & Date:

(Please sign &date all pages)




E37363 - MSWSO

(16) -Assorted Brownie/Bars- ' Dozen(s) 22.00.  352.00 " stage s
Cut in Half . ‘
(7)-Fresh-Brewed Coffee Gallon(s) 25.00 175.00
(3) Water Stations Each 25.00 75.00
Notes

Set-up: 6:00pm
Reception on Patio: 7:00pm - 8:00pm
Ballroom Ceremony: 8:00pm Event
End: 11:00pm

Food Beverage Liquor . Equipment Labor Room ~ Other Total
Subtotal : 4,647.00 0.00 0.00 915.00 .0.00 0.00 0.00 - 5,562.00
Service Charge 789.99 0.00 0.00 155.55 0.00 0.00 0.00 945.54
Taxes 516.51 0.00 0.00 0.00 0.00 0.00 -+ 0.00 516.51
Total 5,953.50 0.00 0.00 1,070.55 0.00 0.00 0.00 7,024.05
Subtotal 5,562.00 Paid 0.00
Tax 516.51 Balance 7,024.05
Service Charge 945.54
Total Value - 7,024.05

Banguet Event Order is invalid unless signed and returned along with a check or purchase order to the Golden
Eagle Hospitality Office. Missing catering equipment is the responsibility of the Authorized Signee. A 17%
Service Fee ond 2.5% Sales Tax will be Charged where applicable. 72 Hours Guest Count Confirmation and

Cancellation Notice Needed,

Authorized Signature & Date:

(Please sign &date all pages)




Please select the type of organization who will be hosting this event.

Student Organization

Host Organization Name

‘wWhat CnanizationDapatment is hogting the svent?
Master of Social Work Student Organization

Event Name
MSW Recognition Event

Estimated Attendance

Pleaze descibe the estimated aliendance of participants for thiz everd. Flease note that based on your response, vous srganization may need to comply with additonal
campus policies and procedures hefore this svent can be registered. For more information pleass refer to the Student Orgenfzation Handbook, sections on Ticketing and
Guirdalires for Darmous Faolily Fessrvation

100

About the event

Flesse dezoibe what thiz svent is sbout and irclude all intendad achivities that will take place.

MSWSO is hosting a recognition event to celebrate the completion of the MSW program. This event will include appestizers and &
recognition/awards ceremony.

Start DatefTime
O5/15/2020 - 5:00 PM

End DatefTime
05/15/2020 - 8:00 BM




Where will the event take place?

Orni campus

On Campus Locations

University-Student Union Building

Specific Address{Location Information

Irichade o canpus monv'ste information or off carpuz address. Naote, subritling this Evert Fegistration fom will not confinr soue eead epace.
Golden Eagle Ballrooms

tudent Organlzatlon Off_cer and AdV| 'or Contact lnformatlon
: ol rm offices Ation chrm Subritied for isabe Adviso approval pri

Contact Person

Please provide the nams of the officer submdtting tes form

Officer Contact Phone Number

Contact Email

Organization Advisor Phone Number

Organization Advisor Name

Organlzatlon Advisor Email Field

d aridres: tely, This Event Registration Foem will be sent to wour advisor for approvsl befors 0X can apriove &

' ‘__Marketihg

< Forn hias beeh subinl wi and anproved: Both off and onscampis svents must slve have @ corfimesd rezeny,
e Prscsdires SR P and AR FOIT Al doinled v

smduired to ba Sambed by D5 sie 1 their approved posting, Stafmps can be obtained sfter the svent hies been reaistered. & printed matsrial may be posted forupto s period of

tevial dist sumphowih Unbesrsity Sadrinis) ding b b usied Tor markshing e everits dre

otz {14] calenday davs, For shedert arganizations: b 'POSTING MaLID THRU L abarng must be oleg ble o the face o 'Ebev;;vmiing,

anptorto




How do you plan on marketing this event?

Email

Who is invited to this event?

Student organization members
Cal State LA Community

Closed io Guest List |

Will oft-campus media be notified about this event? J

No

Tags

CAMPUS SPIRIT = SOCIAL

Cover Image

Event Details ' - 0 o ‘



Event Category

Fizase asdect any of the ateguries above that beet desorbes your svent, Mobe, organization mestings do not need to be regizbered

Social Program

Plannhed Activities

Wl o event have any of the ollowing activities? The Universiy's Genaral Rslease will be required for cattain activitiss,

Not Applicable

Will the event have security?

No

Who will be providing the food?

University Catering

Will food be served at the event?

Yes

Will the event have an admission charge, registration fee, or raise any proceeds to benefit the
organization

No

Will you be requesting funding from Associated Students, Incorporated?

Frr mors information on Tk and Trgarization Furding pheass visit hitpe: A asicalstatela. orgl servicssfolube-and-omganizations-fundivg

Yes

For more information on Club and Crganization Funding please visil: htipsi/asicaistatels orglfservices/clubs-and-organizations-funding.
For any other questions contact the Vice President for Finance by calling 323-343-4778.

For this event, will your organization be seeking tax deductible private external fund raising
support?

g froen puivate indeddusls o esternal companiesAmrganizations off campus that s reaquire addiional bax docuemsntation (odiidusl donations that

do not require tax documertation do not court.}

No

Will a movie be shown at this event?

No

Will alcohol be served at this event?

Dass pour organization plan on zamving alcohol st &2 svent?

No




Will the event be held in a restaurantivenue where alcohol is available but will not be a part of your
event?

If yey, the orgarization affims that membare and gussts wilf ral consume aloohol st the svent.

No

AS AN OFFICER OF THIS ORGAMIZATION, | WILL TAKE RESPONSIBHITY TO ENBURE THAT THE EVENT WHICH MY
ORGANIZATION I8 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.

Signature Pad Field

Event Guidelines & Resources

dent Qrgan»i%atipq Event Guidelline

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 et the svent. Any violation of University policy may
subject the participants and/or the organization fo disciplinary action by the Center for Student volvement or the Office of the Dean of
Studenis.

Aloohol: In accordance with Administrative Procedure 018 - Alcoholic Baverages, 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 Alocholic Beverages form in addition to this Event Registration Form, Please allow at least 3 wesks 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 and two Sexual Violencs Prevention & Resources Trained (S8VPT) members {o be in attendance of the
entire event. Additiona! guidslines can be found in the Bludent Organization Handbook,

Publicity: All publicity material must comply with University Administrative Procedures AP P03 and AP POD7. All printed marketing to be
used for marketing registersd events are required to be stamped by C8i prior to thelr approved posting. Stamps can be oblained after
ihe event has been registerad. All printed material may be posted for up to a period of fourteen (14) calendar days. For student
organizations, the "POSTING VALID THRU____" starmp must be clearly visible on the face of the posting.

General Release Walver Forms: I your event will require the use of general release walvers prior to organization member and guest
participation, your organization is required to comply with ali instructions provided by C8}, including submitting all completed forms and
requested docurnents.




Additional Required Forms

The following forms may be required based on your event detalls. If required, these complete forms must be uploaded at the time your
organization is registering is event at least 10 business days prior to your event date.

s Termporary Food Facility Permit

¢ Faqusst to Serve Alcoholic Beverages Form
e Amplified Sound Permit

Additional Resources

University-Student Union Event Space Forms

The following forms must be used to complete your tabling, mesting, and event space requssis af the University-Student Union. For
more information refer o the University-Student Union Operations.

o Dernal Table Request Form

o Information Table Request Form
s Maeting Request Form

s Outdoor Event Request Form

Use of Facilities Forms:

The following forms can be used o complste vour event space requests. For more information refer to the Use of Faciliiies website and
Adrinistrative Procedure 508 Use of Faciliies and Equipment:

s External Space Reguest Form
e Fiiming Regquest Application

Hidden From Non-Members

Hidden From Non-Members






