2013-2014
PROGRAM PROPOSAL

FOR

HENDRIX SPECIAL EVENTS

(Please type)

Type of program:

Venue/Site of program:

Program coordinator(s):

(Note: Students who wish to submit a proposal must obtain a faculty/staff sponsor and his or her signature.)

Preferred date(s) for program:

(Please coordinate scheduling with other programs and the campus master calendar.)

Brief description of program (Please attach additional detail, if needed):

How will this program compliment and enhance the charge of the Special Events Committee to promote and present fine/performing arts at Hendrix?

If applicable, is this program presented in conjunction with other any program or departments on campus?
PROPOSED BUDGET
Please give exact figures rather than estimates if possible.

Attach a more detailed cost breakdown, if necessary.

Artist Fee/Program Cost (Base fee)



       $__________

Travel fees (if not included in artist/program fee)



Airfare
# of flights 

_______________________

Departure City
_______________________

Flight Totals: $____________
Ground transportation
Rental Car

__________________
Hendrix Van rental
__________________
Fuel cost estimate
__________________


Ground transportation total: $____________
              Total Travel Costs (flights/ground transportation): 
$________

Accommodations and Meals







Hotel/Murphy House Cost Per night $___________ (per room)
# Rooms required________

Length of stay____________ (nights)

Lodging Total: $_______ (with tax if applicable)
Number of meals required_____
For how many people ______

Total catering cost? $__________
If you are doing a meal buyout, what is the value of the buyout? 
$________ (per person)
Total Amount of Buyout $_________








Total Lodging & Meals: 
$________

Form continued below…

Hospitality/Dressing Room (Please include cost for 

dressing room items such as bottled water, fruit, 

Towels, etc.)








$________

Entertainment/Reception (Please include costs of a

reception for public lectures, gallery show etc.)



$_________
Publicity (Please include costs for mailing press releases


$________

and printing flyers and posters)
Purchase of advertising in local publications:



$________

Miscellaneous (Please estimate expenditures anticipated for

$________ 
photocopying, long distance telephone charges, postage, supplies.)  

If over $50.00, please specify.

____________________________________________

____________________________________________

____________________________________________

Production Costs (Please supply detailed information on costs

and source/vendor for any special equipment or services including

but not limited to the following: staging, lighting, sound, A V. Please

see Sunny Haynes, Events Production Manager, for assistance)
Item: ______________________________________


Cost: $________

Item: ______________________________________



Cost: $________

Item: ______________________________________



Cost: $________

Item: ______________________________________



Cost: $________

Item: ______________________________________



Cost: $________

                                                                Total Production Cost: $________
Form continued below…

Student Labor 
Number of student hours by $7.25:



Ushers: $________

CD and Artist Merchandise Vendors: $________

Reception Servers: $________

Other (Please Specify)

_______________________ $________


                                                                          Total Labor Cost: $________

*If you are interested in acquiring volunteer student workers, contact J.J. Whitney with the Volunteer Action Committee (VAC).

                            TOTAL PROGRAM COST: $_________
Current Funding Sources
 (Mid-America Arts Alliance, Arkansas Arts Council, Murphy Programs, departmental contribution, student organization co-sponsorship, etc.)
Source:
_________________________


Amount:     
$__________
Source:
_________________________


Amount:     
$__________
Source:
_________________________


Amount:     
$__________
**Please note that the funding sources must be secured by the time you submit this proposal. You may notify the chair of the committee if you are waiting on approval.










    Total: $___________
     TOTAL FUNDING REQUESTED: $___________
Signatures of Program Coordinator(s):

__________________________________________   Date____________
__________________________________________   Date____________
__________________________________________   Date____________

(Faculty/staff co-signer of student proposal.)

To be considered by the Special Events Committee, this form must be completed in full and returned to Frank Cox, Executive Vice President and Chief Communications Officer, not later than April 1, 2013. 
The Special Events Committee Chair is available to advise and assist event coordinators in the scheduling and management of their events. Event coordinators share the responsibility of managing their proposal in conjunction with the Committee Chair. 

All contracts, calendar dates, special arrangements and billings are subject to the approval of the Special Events Committee and must be approved and signed by the College General Counsel.  Approved events must go through the office of the College Counsel.  The College General Counsel is the only individual with the authority to issue and sign any contract or agreement between Hendrix and outside artists and agencies.

Event coordinators are also responsible for and accountable to the Special Events Committee for all costs and fees incurred by their programs.
