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STUDENT GROUPS FORM: ARRANGEMENTS FOR EVENTS & ACTIVITIES
Department of English, Issued October 2011

PART ONE: EVENT INFORMATION AND FUNDING

Name of Student Group:

Student Group EFS Account String #:

Contact Person Name:

Contact Person E-Mail:

Event or Activity Title:

Event Date:			Time:      			

Location:

Attach approved event funding request and event line-item budget.


Funding Sources:
List all grants, initiatives or pledges from other units.  Funds to pay for event costs must be transferred to group EFS account before any reservations can be made or monies spent. As soon as money is awarded from GAPSA or a Student Activities Grant, forward Mary Barfield and Karen Frederickson a copy of the award information. If money is pledged from another University Department, give them your group’s EFS account number for the fund transfer and e-mail Mary and Karen a copy of the agreement to sponsor.

1.
2.
3.
4.
5.
6.
				


PART TWO: VISITING SPEAKER INFORMATION
Student Group must fill out one form per speaker and submit with part one.

First name:					Last name: 			

Institutional Address:

Institutional telephone number:

Home Address:

Home telephone number:

E-mail address:

Date of birth (required to purchase airfare on-line): 

AIRFARE
Airline name and flight number:

Departure airport:

Departure date and time:

Arrival airport:

Arrival date and time: 

Cost of round-trip airfare:

HOTEL
Number of nights and dates:

Hotel name, address, and phone number:

Smoking or nonsmoking:

Cost per night (meals and alcohol are not included):

Confirmation number: 

(Karen F. will route purchase order form to Mary Barfield)

HONORARIUM
Will speaker be paid an honorarium?  

If yes, how much:

Mary Barfield will contact the speaker via e-mail to set up payment.

PART THREE: OTHER ARRANGEMENTS
SPEAKER PER DIEM
If you are paying out a per diem for speaker meals, you must include this in your line-item budget:  Per diem for Minneapolis is $71 per day: $12 breakfast, $18 lunch, $36 dinner; $5 incidental. Partial per diems can be paid out as well. Speaker must turn in all receipts for meals; give receipts to Karen Frederickson. Department does not reimburse alcoholic beverage charges.

FOOD ORDERS
If ordered from University Dining Services (UDS) student groups can submit an order themselves, using their EFS account string. Please see UDS’ website for catering menus.

If ordering from local restaurants such as Broder’s or Cossetta’s, provide Karen Frederickson with all information for the order (list of food, beverages, and tableware) plus information on the time and location for food delivery. Karen will place order using her department purchasing card. Be aware of delivery charges, in order to stay within budget.  A member of the student group should be on hand to set out the refreshments when they are delivered. Turn in all receipts to Karen along with a written justification so the purchasing card payment can be processed.

If ordering from D’Amico and Sons (McNamara Center), print online order form off their website and fill out.  Note delivery charge, or arrange for the order to be picked up.  Turn order form in to Karen for payment on her purchasing card and faxing to restaurant.
[bookmark: _GoBack]If purchasing food at a local grocery store, fill out employee expense reimbursement form and tape receipts to 8.5 x 11 sheet of paper (do not put tape on the printed areas) turn in form and receipts to Karen.  No more than two students should make purchases for an event; all receipts should be turned in at the same time.

**For events held in Lind Hall, group may make a pot of coffee in 207/209 Lind. Also, check with Karen about availability of soda and mineral water from the department stash. 



