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Associated Students Program Board
University of California, Riverside
Highlander Union Building, 111
Phone: (951)827 — ASPB

Fax: (951) 827- 2144

Riverside, CA. 92521

CO — SPONSORSHIP INTEREST FORM

Student Organization / Campus Department Representative,

This year, the Associated Students Program Board (ASPB) will award $5,000 each quarter in programming co-
sponsorships to a variety of student organizations and campus departments at the University of California, Riverside.
This co-sponsorship will help fund programs that contribute to the vibrancy and diversity of the UC Riverside campus
community.

If you are interested in applying for an ASPB co-sponsorship, begin by completing the attached application. At the
beginning of the application, you will find a guidelines sheet. Please review this to ensure you are in compliance with all
the co-sponsorship guidelines. You will then find an information sheet and a budget sheet. The information sheet will
request basic information about your event. The budget sheet will require you to come up with a working budget for
your program. Please make sure that the numbers you present in your budget sheet are accurate, as ASPB will refer to
this when deciding the exact fund allocation. Keep in mind that the more information you present on the application,
the easier it will be for ASPB to get a clear picture of your event. After you submit your application, ASPB will notify you
in writing to confirm that the application was received.

After ASPB confirms that your application has been received, you will be asked to present your event proposal to the
ASPB board. This is a chance for you to give an overview of your event to the board and for the board to clarify any
questions they may have. You will receive an email with the date and time for you to come in and present. You must
send a representative for your organization to give the presentation. If you are unable to present to the board, ASPB will
have to deny your application for co-sponsorship. The presentation should be no more than 5 minutes. It should cover
the following areas:
e Anoverview of your event (date, time location, etc.) and how it will benefit the UCR campus community.
e An overview of the budget. Please propose the co-sponsorship amount you are asking for and how that money will
be used. Be as specific as possible.
e An overview of the marketing. As co-sponsors your event, we ask that you place our logo on all the marketing
pieces of your event.

Here are the deadlines for co-sponsorship applications.
WINTER QUARTER Co-Sponsorships
For all Winter Quarter events, your applications are due on Monday, November 23rd by 4:30pm in the ASPB Office (HUB 111).

The ASPB Board will review each organization’s application and presentation. The Board then votes on each event
proposal to determine exact fund allocations. Not all event proposals will receive co-sponsorship awards. You will be
notified by email regarding your co-sponsorship status. If your organization receives a co-sponsorship award, a
representative from your organization must meet with ASPB Chair/Advisor to discuss the fund allocation. Even if your
organization does not receive a co-sponsorship award, ASPB will be more than happy to lend our programming advice if
needed.

We hope you have a successful event!
Rollie Carencia
Chairperson '09-‘10
(951)827-3626







CO-SPONSORSHIP GUIDELINES SHEET

e Only UC Riverside Student Organizations and Departments are eligible for Co-
Sponsorship Opportunities (i.e. no senior thesis projects, individual proposals, etc.
are eligible).

e Student Organizations and Departments must fill out the ASPB Co-Sponsorship
Interest Form and turn it in before the appropriate deadlines.

e Organization must complete the entire written application, which includes the
information sheet and the budget sheet.

e Event must be open and marketed to all UC Riverside students.

e ASPB will not be responsible for designing marketing, however, ASPB may grant
funding for marketing.

e The ASPB logo and/or name must appear as a co-sponsor on all marketing materials
promoting the event.

o All marketing will include a disclaimer stating: “ASPB Co-Sponsorship of this event
does not constitute an endorsement of the views and opinions expressed.”

e Organization must send a representative to present the event proposal to the board
at an assigned date and time.

e After a co-sponsorship has been awarded, the organization must meet with the
ASPB Chair/advisor to discuss the event and the funding for it. Failure to do so will
result in ASPB retracting the funds that were awarded.

e Events will be evaluated for a Co-Sponsorship based on the organization’s objectives
to provide quality programming for undergraduate students’ enrichment.

e The ASPB Board will review each organizations paper application and presentation
as a whole. The board will then vote on each event to determine the exact fund
allocations. Not all event proposals will receive a co-sponsorship award.

e An ASPB representative (s) will attend the co-sponsorship event.

If you have any questions, please contact the ASPB Chairperson Rollie Carencia at

aspbrollie@gmail.com
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CO-SPONSORSHIP INFORMATION SHEET

Organization:

Main Contact Name:

Main Contact Number:

Main Contact Email:

Event Name:

Event Date: Time: Location:

Description/Purpose of event (Brief Overview)

Estimated Attendance:

Results/Goals of this event:

| have read and agree to all ASPB Co-Sponsorship Guidelines. By signing and submitting this co-sponsorship request form, |
understand that my co-sponsorship request is subject to all the guidelines and procedures described on the Cover Sheet
and on the Guidelines Sheet. | also understand that the ASPB logo and or name must appear as a co-sponsor on all
marketing materials promoting this event if the co-sponsorship request if approved by ASPB.

Signature Date







CO-SPONSORSHIP BUDGET SHEET GUIDELINES

The Associated Students Program Board (ASPB) requires a budget sheet from all co-
sponsorship applicants in order to assess how potential funds will be spent. We ask that
you create your own budget sheet, using the example provided below as a guideline to
how the budget sheet will look like. If the example below is not sufficient for your

program, feel free to create your own version of a budget sheet.

Here are a few important guidelines regarding the budget sheet:

e Be very specific with the event requirements.

e Make sure that your estimated costs are as accurate as possible.
e Be sure toinclude ALL the event requirements in the budget sheet.
e Highlight or bold the event requirements that you plan on spending potential

co-sponsorship funds.

e Provide two totals: One total will be for the total event cost and the other total

will be the amount of co-sponsorship funding that you are requesting. The total
amount of co-sponsorship funding you are requesting should be the sum of the

highlighted/bolded lines.

(EXAMPLE)

Event Requirements

Estimated Costs

Artist Fee (Comedian ...) $1285
Artist Hospitality

Food from Stater Brothers S100
Artist Transport (Shuttle Bus) S75
Stage and Sound (from Auntie M’s) $1100
Chairs and Tables (from Physical Plant) $88
Marketing
Posters and Flyers (from Printing & Repographics) — Qty. 80 $80
11x17 Glossy Posters, $1 each
TOTAL EVENT COST $5555
TOTAL CO-SPONSORSHIP REQUEST SSSSS






CO-SPONSORSHIP BUDGET SHEET

Event Requirements

Estimated Costs

TOTAL EVENT COST

TOTAL CO-SPONSORSHIP REQUEST






