GradLife co-sponsorship requests

Each year GradLife offers co-sponsorship for a variety of graduate student organization events.  GradLife co-sponsorship can either be for publicity or financial purposes, or for both.  Events must meet the following criteria in order to be considered for GradLife co-sponsorship:

· Events must be advertised as open to the entire GW graduate student population
· GradLife funding will go towards a specific, intrinsic part of the event 

· GradLife will not give funding to purchase alcohol
· Requests for co-sponsorship from GradLife must be submitted in writing to the GradLife email address, gradlife@gwu.edu.  

· GradLife will not be the sole funding source of an event; the organization requesting financial co-sponsorship must either provide additional funds themselves or have co-sponsorship from a second source.  

· Please submit all requests as soon as possible and no later than five business days before the event date.  Requests must include the time, date, and location of the event as well as the event budget and the amount the sponsoring organization is requesting (see sample request at the end of this sheet).

Please note:  GradLife co-sponsorships will not exceed $150 per event.

Please fill in the following information and submit to gradlife@gwu.edu
Name of Organization:___________________________________________________________

Contact Person and email address:__________________________________________________

Event Title:____________________________________________________________________

Event Date:____________________________________________________________________

Event Time and Location:_________________________________________________________
Expected attendance:____________________________________________________________

Is this event open to the entire GW graduate student population?:_________________________

Will alcohol be served at this event?:________________________________________________

Description of Event (can attach separate document): __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Is this a new event for your organization?:  ___________________________________________
Event Budget (can attach separate document): ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Co-Sponsorship Requested from GradLife (please be as specific as possible): _________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Other sources of funding: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sample request for GradLife Co-sponsorship

**this is only an example**

Name of Organization:  GW Grad Students for Political Awareness
Contact Person and email address: politics@gwu.edu 

Event Title:  Voter Registration Drive 
Event Date:  October 1
Event Time and Location:  10am – 2pm on Kogan Plaza
Expected attendance:  150

Is this event open to the entire GW graduate student population?:  Yes

Will alcohol be served at this event?:  No

Description of Event (can attach separate document):  This event is intended to promote voter registration among GW grad students in time for the upcoming election.  We are working with several other GW student organizations – groups A, B, and C – to coordinate voting registration efforts.  We will have four tables set up on Kogan Plaza, each staffed by volunteers who will explain the voting registration process to students and will assist students with that process.  We intend to have free soft drinks and joice available for those registering and for the volunteers.  We have also booked John Smith, a well-known political organizer, who will speak from noon to 1pm on the importance of voting for 18 to 15-year-olds.  
Is this a new event for your organization?:  Yes

Event Budget (can attach separate document):  

· $100 for beverages ordered from GW Colonial Catering
· $75 for publicity materials (flyers and posters before the event; name tags for volunteers to wear the day of and stickers to give to those registering).

· $100 honorarium for John Smith.

Co-Sponsorship Requested from GradLife (please be as specific as possible):  $100 for John Smith’s honorarium.
Other sources of funding:  Student organizations A, B, and C are each donating $25 to cover publicity costs; our organization is using $100 from our Revenue account to pay for the beverages.
