GSBS Event Planning - Necessary Information    by Bonnie Rogers 2008-09
A. Our SLD Advisor helps GSBS to: 

*Advisor can be found in Student Life & Development Office - Student Union

1. Clarify program goals and objectives  

2. Help budget with ASI grants (CSULB Associated Students Inc.)

3. Plan events for GSBS

4. Understand University regulations

5. Maintain organization structure

6. Understand and abide by GSBS Constitution & ByLaws (on file in SLD office)

7. Maintain a record of GSBS accomplishments

8. Train incoming officers

B. PRC (Program and Regulation Clearance) Form:

· Contract between GSBS and University for planning an Event on campus

· Helps us know the steps necessary for planning an event (food, parking, police)

· Download Forms here on the CSULB SLD website: http://www.csulb.edu/divisions/students/sld/documents/
C. Reserving spaces/rooms at USU (University Student Union) Events office

· Large Events: reserve at least 4 weeks in advance (but locations can be taken

                            months in advance)

· Small workshops: reserve at least 2 weeks in advance

· Meetings: reserve at least 1 week before

     * Cannot schedule events during Finals week

STEPS:  

1. See SLD advisor to fill out PRC and determine who, what, when, where, why

2. Reserve venue in Events Office (USU/SLD)

3. SLD signs off on PRC form.  Know PRC deadlines!!!

4. After event, finalize payments and reimbursements and show paperwork for proof of the event (flyers, sign-in sheet)

D. ASI Bank Accounts $$$


• ASI Agency Account (AS Business office -USU): GSBS bank account $$


• ASI Grant account (approved grants from ASI for events): $$ from ASI

* Download a Grant Application on the CSULB SLD website:            

  http://www.csulb.edu/divisions/students/sld/documents/
E. Approved Vendors (T-shirts)

• Get approval by our SLD Advisor to get reimbursed 

• List of approved vendors website: 

  http://software.trademarxonline.com/forms/licensedmanufacturerList.aspx

F. Fundraising

· Cash donations from Alumni- see Marianne Messing mmessing@csulb.edu to get tax deductible ID # for the Donor

· Local TV show tapings (ie. Price is Right; Are you Smarter Than a Fifth Grader)

· Gift in Kind Donation: Items (not money)

Scheduling Site Options for On-campus:

1. USU Conference & Events Center (562) 985-5205

Speaker’s Platform (near bookstore)

Soroptimist House

University Student Union Rooms

Other locations for Information tables & bake sales: many around campus  

2. Cameron Ungar (562) 985-8561

East Gym & Goldmine

Pyramid

Physical Education Courtyard

George Allen Field

Soccer & Track Field

3. Shirley Quan-Neang (562) 985-5920

Main Library Conference Room

North Library Conference Room

4. Aimee Bramble (562) 985-7007

     Carpenter Performing Arts Center

5. Colleen Ryan (562) 985-4911

Martha B. Knoebel Dance Theater

Gerald R. Daniel Recital Hall

University Theater

All other facilities in the College of the Arts space

6. Latoria Iimes (562) 985-4187

The Pointe (in the Pyramid)

7. Receptionist (562) 985-5093

Bookstore Conference Room

8. Cynthia Schultheis (562) 985-8150

           Multicultural Center

9. Pamela James (562) 985-8390

      Unassigned outdoor areas (ie. Central Plant, Upper Campus Quad)

10.  Manager (562) 985-4133

      Nugget
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