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Event Request
Group you represent:       


Event Name: ​​​​​     
Event Contact:      
Telephone:      



Email Address:      
Event Information:

Date: 
     



Start Time:      

End Time:      
Location/Venue:      
Address:      
Phone:      




Web Site:      
Directions:      
Anticipated Attendance:      

   
Guest Limit:      
Admission Price:  Adult $     

 
Child $      
Total Revenue: (Anticipated Attendance x Admission Price) =      
Estimated Total Expenses:      
Approximate Profit/Loss: (Total Revenue-Total Expenses) =      
Will alcohol be served at this event?      FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No   Will you be fundraising at the event?       FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
Will you need insurance to cover this event?      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   (Food contests, inflatables, boat cruises, etc.)  
If you are not sure you need insurance, but think you might, check the box. 

What programming category does this fulfill? (Please choose one)
 FORMCHECKBOX 
 Social Event


 FORMCHECKBOX 
 Career/Networking Event

 FORMCHECKBOX 
 JMU Focused Event

 FORMCHECKBOX 
 Service/Scholarship Event

 FORMCHECKBOX 
 JMU Athletic Event
 FORMCHECKBOX 
 Madison College

 FORMCHECKBOX 
 Recruitment/Ambassador

Event Description: Please describe the event’s purpose and goal. Also, include what the registration price includes, specific attire, etc. (Use extra page if needed).  Be descriptive.  This is what we use for the online registration page and online Alumni Calendar.
     
Online Registration?        
            

 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No 
JMUAA Facebook presence?        

 FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No
JMUAA templated email?       FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No  
(please let us know at least a week in advance)                                                   (please give two week notice)
Will this event have a blast e-mail From the JMUAA?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 
Supplies from OAR?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
                    





      (please see Spirit Store Form at http://www.jmu.edu/alumni/involved/forms.shtml)
Please attach any contracts and send to the Office of Alumni Relations

OAR Chapter Contact

              Date

    Asst. Dir. Marketing/Communications
Date
For Office Use Only:							Date Complete:	


Begin design on print invite (16 weeks) 							


Final information for print invite due (13 weeks)								


Invite to Printer (12 weeks)									


Invite to Mailhouse (11 weeks)									


Online presence - Harris, JMUAA page, Facebook/MySpace (11 weeks)				


Invite to Post Office – BULK MAILING, up to 6 weeks (10 weeks)					


Blast email reminder (3 weeks)									


Registration closed (1 week)									


Email registrants with update info/reminders (1 week)						











