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This form should be completed when you are planning an event or trip with a society.  The more information you can provide, the more support and advice we will be able to offer. 
When organising events via the SU, it's crucial to take into consideration accessibility in all its forms, including physical, communication, and financial.
Deadlines:
All Event proposals must be received at least 4 weeks prior to your event date. 
Please send completed forms to suclubs@bournemouth.ac.uk with the subject line Event/Trip Proposal and your society name.

	General activity information

	Society name:

	

	Even overview:


	

	Event start date:
	

	Reason for Event/Trip:
(Fundraising, showcase, educational, volunteering, cultural celebration etc.)

	

	Event/Trip Objective: What are you trying to achieve with your event?

	


	Approximate number of attendees
	

	Will this Event be open to non-students
	Yes:                                                     No:



	Event Specific information

	Event/Location
Which SUBU Commercial Venue would you like to use?
	

	Event Start time
	

	Event end time
	

	Will you be hosting a guest speaker? 
	If yes, make sure you have submit a guest speaker form to suclubs@bournemouth.ac.uk 

	Are there other organisations involved in the event?
Such as affiliated organisations, sponsors etc
	

	Will this event include catering? Please be aware you may have to provide an external caterer for some venues.

	

	All Society events must be advertised and ticketed through the SU website/TOFS Native platform. What is the proposed cost of your tickets?
	




	Next steps...

	Trip/Event Funding
	You are eligible to apply for SU Funding to support this trip/event. Information on the criteria and how to apply is available on the Committee Zone under the Finance tile.

	General Notes: 

	

	Sign off by the Society Committee
	Sign:                                                  Position:

	Sign off by TOFS Team
	Sign:                                                  Position:

	Sign off with approval from the Student Ops Team
	Sign:                                                  Position:



If you are looking to hire a TOFS Venue, email this completed form to jecclestone@bournemouth.ac.uk   
If you are looking to hire Dylan’s Bar and Grill, email this completed form to adove@bournemouth.ac.uk
Please ensure that you cc in suclubs@bournemouth.ac.uk 
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