[image: ]		                 Student Activities Association
			                         Fall 2011 Event Proposal Form

One key to a successful event is good planning.  This form provides you with a series of questions to consider prior to engaging in an event. If you need any help feel free to come to the SAA office on the 3rd floor of the student center or call us at 936-468-1222. You are required to complete this form and present it to SAA 

SAA Mission Statement: The Stephen F. Austin Student Activities Association strives to provide an educational and recreational experience outside the classroom through programs that culturally enlighten, intellectually stimulate and entertain the university community. ard for approval no later than Monday, November 15.  Officer Meetings are in the SAA office on Fridays at 11 a.m.

EVENT INFORMATION
	Event Title 
	Event Coordinator:


	Event Date:
	Cell:

	Event Location:
	Email:


	Expected Audience Attendance:
Expected Participants:
	Rain Site:
*Mandatory for all outdoor events

	Start Time:
	End Time:
	Will your event need auditions:     
	If so, audition dates:

	Set Up Time:
	Tear Down Time:
	Co-Sponsorship:
Yes or No



	If Co-Sponsorship, what organization or deptartment





Event Description: What is your event and how is it going to run?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



RESPONSIBILITY OF VOLUNTEERS
Identify how many SAA workers you will need to successfully implement your event:  _________
Identify the specific tasks of your workers: (i.e. taking tickets, hosting, running equipment, etc.)
















BUDGET INFORMATION
What is the total dollar amount you have budgeted for this event?  $______________

What is the cost per person for your event? $______________
(Take the total budget and divide by your expected attendance)

	Advertising:

Tangible 




Intangible

Action


	

Flyers
Handbills
Mounted Posters
Pine Log Advertisement

Social Medias, word of mouth

Physically reaching out to people
	

 [  ] 50 Color= $10
[ ] 200=$3.50 [  ] 400=$4.00 [  ] 600=$4.50
[ ] $30 ea.







	TOTAL



	
Entertainment:
	Artist: 
Comedian:
Magician:
Cost of performer:
	
	




	
Incentives:
Everyone wants to give cash, but be creative!!

	Cash prizes are a minimum of $100.00

**We cannot purchase gift
Certificates
	



	




	
Other 
Supplies:

	**If your event is in Student Center Grand Ballroom or Twilight Ballroom, must have UPD Supervision



	UPD Supervision  $75.00 [ ]
	



	
Tech Charges:

	Mic
Screen
A/V equipment
Technicians ($10/hr)
	[ ] 7.50 w/cord [ ]15.00 Cordless
[ ] 25.00
[ ] 25.00


	




	TOTAL COST:
	











EVENT ADVERTISING/MARKETING PLAN
Please discuss your advertising/marketing plan for this event in detail.  
Include 3 ways you plan to advertise for this event (excluding posters, facebook and handbills), where you plan to advertise and a new location you would like to market this event:




What is your target audience and how will you reach them with your advertising?




Identify your advertising timeline: 
(i.e. first week of school:  contact Kinesiology dept. to offer extra credit, week of event: submit press release to Pine Log about event)




Identify how your event is in line with the Student Activities Association Mission Statement?
(Mission Statement is located at the top of the first page)




Why are you doing this event?





How will you measure the success of your event:
How can you PROVE your event was successful??  You identified learning outcomes students would learn by attending/participating in your event, how do you measure that??  Do you have an assessment that determines people were pleased with your event?  Did you have a full house?  
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