ASSOCIATED

STUDENTS,

| N C.

FUNDING REQUEST FORM

2020-2021

PART 1 - NOTICE & CHECKLIST

MPURTANT

CSI EVENT REGISTRATION FORM

EVENT ESTIMATES / INVOICES (NOT PAID)

1. All Funding Request Packets must be submitted by 12 PM Friday, the week before the Funding Sub-Committee Meetings.
2. Funding Request Packets must be turned in no less than 5 business days (1 week) prior to the event.

3. Deadline for Request for Payment or Purchase Order (RPP) is 15 days after the event.

QUIRED SUPPORTING MATERIAL

EVENT FLYER WITH ASILOGO ASED ON PURCHASES/EVENT

PART 2 - CONTACT & ORGANIZATION

OFFICER NAME:

OFFICER TITLE:

ADDRESS:

CITY:

sTaTE: [ 2/~

PHONE: EMAIL:

!

cusigned by:

SIGNATURE:

i

CLUB/ORG: IEEE

EVENT TITLE: SHPE 2020 Virtual Conference
DATE(S) OF EVENT: oct 26 - oct 31 SEMESTER: FALL
EVENT LOCATION: Online

TOTAL ATTENDANCE: 10

EXPECTED CAL STATE LA STUDENTS ATTENDANCE: 10

SE0S40EIF1TR14

PART 3 - EVEN

T DESCRIPTION

IS THE EVENT OPEN TO ALL CAL STATE LA STUDENTS? YES D NO
BRIEFLY DESCRIBE THE EVENT:

This event will give student the opportunity to
speak and interact with recruiters and
professionals in the STEM field.

HOW WILL THIS PROGRAM ENHANCE THE CAL STATE LA EXPERIENCE?
This event will allow students to gain experience
networking with professionals in their fields and
help obtain jobs and internships.

PART 4 - COST BREAKDOWN

DESCRIPTION: AMOUNT:

HOSPITALITY

DESCRIPTION: AMOUNT:

MARKETING

2 DESCRIPTION: AMOUNT:
=
=
=
DESCRIPTION: AMOUNT:
SHPE Registration Fee (x10) $1000
=

PART 5 - EVENT SUMMARY

TOTAL COST OF THE EVENT $1000
TOTAL REQUESTED FROM ASI $1000
AMOUNT FROM OTHER SOURCES $0

WHAT OTHER RESOURCES ARE YOU EMPLOYING FOR THIS EVENT:
none

OFFICE USE ONLY

STAFF INITIALS

TIME STAMP:

FOR THE STUDENTS, BY THE STUDENTS

REV 8/20/20



T ) JunivERSITY
LA STUDENT UNION

Event Registration
SHPE Convention 2020
Revised By:

Basic Information
Student organizations must complete and submit thiz form at least 10 business days prior to the event date. Reservations for on campus events will not be confirmmed unless this form

haz been completed.

Please select the type of organization who will be hosting this event.

Student Organization

Host Organization Name

what Organization/Department iz hosting the event?
Institute of Electrical and Electronics Engineers

Event Name
SHPE Convention 2020

Estimated Attendance

Fleaze describe the estimated attendance of participants for thiz event. Please note that based on pour response, your arganization may need to comply with additional
campus policies and procedures befare this event can be registered. For maore information please refer to the Student Organization Handbook, sections on Ticketing and

Guidelines for Campus Facility Reservation.

10

About the event

Flease describe what thiz event iz about and include all intended activities that will take place.

The Society of Hispanic Professional Engineers (SHPE) is having a national conference starting October 26 which supports the
engagement and networking of over 7,000 STEM students. SHPE give students the opportunities to connect with many more
students from different parts of the US who are in the same or similar fields. They get the chance to learn more about career
opportunities and have access to leadership and professional development content. Many students can’t afford it due to financial
hardships therefore IEEE wants to help out those students and give them the opportunity to attend this conference by giving them
funding to pay for registration. Registration cost is $200 per applicant so with that being said this will be open to CSULA students.
Since the amount of tickets available is limited, the sponsorship will be granted to students that need this the most and for that we
will be providing a google forms asking for graduation date and the contributions they have made to IEEE. among other criteria.

Time & Location

Start DatefTime



10/26/2020 - 8:00 AM

End DatefTime
10/31/2020 - 8:00 PM

Events that occur on non-consecutive dates will need to be registered separately per each date, [e.q. if you plan on having a food zale on multiple days in the montk).

Where will the event take place?

“Wwhat anling platform will this event use to hast the event?

Other (please describe)

You've selected other. Please enter where you will be hosting this virtual event.

SHPE has his own platform and they will send out an invitation to everyone registered.

Specific Online URL Information

Inciude the full link where participants can access the virtual event [Zoom link, etc] or a link to where they can find information on how to access the event [Linktree, website,
ete.]

https://www.shpe.org/events/nc2020/register-shpe2020

Is a password required to gain access?

No

Do participants need to RSVP?

Yes

How can participants RSVP for this event?

By invitation only

Student Organization Officer and Advisor Contact Information

Only current organization officers can submit the Event Registration Form. Submitted forms will require Advisor approval prior to C51 approval.

Contact Person

Fleaze provide the name of the officer submitting this farm,

Officer Contact Phone Number

Contact Email

Frovide the officer's email address.



Organization Advisor Phone Number

Organization Advisor Name

Organization Advisor Email Field

Fleaze ensure your advizor's email address is entered accurately. Thiz Event Reaistration Form will be sent to your advizor for approval befare CS1 can approve it

Marketing
Mo publicity may be distributed or posted online until this form has been submitted and approved. Al publicity material must comply with University Administrative Procedures AP PO03

and &P POOY. For Fall 2020 only electronic or virtual forms of marketing will be approved for student organizations.

How do you plan on marketing this event?

Social Media

Social Media Site

Instagram

Social Media Handle

ieee_calstatela

Printed Media Upload*

If you plan on marketing thiz event with printed media, please upload a copy for review.

aea28354-7349-4b7f-88c1-7d2cf2418ef7 .jpg

What other methods of marketing will your organization use?
GroupMe

Who is invited to this event?
Student organization members

Cal State LA Community

Will off-campus media be notified about this event?

No



Tags

EDUCATIONAL  LEADERSHIP DEVELOPMENT  LECTURE/SPEAKER

VIRTUAL CONFERENCE/CONVENTION

Cover Image

Fleaze zelect an image that comesponds to your event.

2020 SHPE

National Convention

Virtual Event - Oct 26-31 - shpe.org/2020

Event Details

Event Category

Fleaze select any of the categories above that best describes your event. Mote, organization meetings do not need to be reaistered. For Fall 2020 all of these event
categories must be held wirtually.
Conference/Convention

Will the event have an admission charge, registration fee, or raise any proceeds to benefit the
organization

No
Will you be requesting funding from Associated Students, Incorporated?
For more information on Club and Organization Funding pleaze vigsit: https: // asicalstatela. org/services/clubs-and-organizations-funding

Yes

For more information on Club and Organization Funding please visit: https://asicalstatela.org/services/clubs-and-organizations-funding.



For any other questions contact the Vice President for Finance by calling 323-343-4778.

For this event, will your organization be seeking tax deductible private external fund raising
suppon?

Are you seeking sponsorship from private individuals or external companies/organizations off campus that may require additional tax documentation? [Individual donations that

do not require tax documentation do not count.]

No

Acknowledgment

AS AN OFFICER OF THIS ORGANIZATION, | WILL TAKE RESPONSIBILITY TO ENSURE THAT THE EVENT WHICH MY
ORGANIZATION IS SPONSORING WILL FOLLOW ALL GUIDELINES SET FORTH BY THE UNIVERSITY. | ACKNOWLEDGE THAT
THIS EVENT AND ANY ASSOCIATED EVENT SPACE RESERVATIONS MAY BE SUBJECT TO CANCELLATION BASED ON MY
ORGANIZATION’S RECOGNITION STATUS.

Signature Pad Field

Event Guidelines & Resources

Student Organization Event Guidellines

Fall 2020 Event Registration Procedures

The following guidelines are provided for the benefit of the student organization. They are intended to be followed completely. Failure to
comply with any of the following guidelines may result in disciplinary action taken against the organization including suspension of
recognition, events and use of facilities. More information can be found online in the Student Organization Handbook.

In compliance with University and local City and County of Los Angeles guidelines, Cal State LA student organization events and
meetings for Fall Semester 2020 are required to be held in virtual format only. This applies to the following types of previously
held events and activities including but not limited to:

e Social events

e Recruitment events

o New membership intake events and processes

¢ Information tabling or organizational promotions

e Community service or philanthropic events

¢ Organization meetings (both officer meetings and general body meetings)
o Workshops, trainings, and speaker events

e Conference, conventions, and retreats



Student organizations are prohibited from holding in-person events, meetings, and activities either on or off campus. In addition, the
following in-person elements will not be approved for student organization events and as such should be excluded from your
planning processes:

e Food for public consumption provided by the organization

e Alcohol consumption or access to alcohol

o Activities that require general release waivers

o Benefits to proceeds/fundraising transactions conducted in person
e On-Campus space and room reservations

Failure to comply with these virtual student organization procedures and requirements could ultimately result in your
organization’s loss of University recognition and the benefits associated with that status for the remainder of the 2020-
2021 Academic Year to be reviewed for Fall 2021. Furthermore, confirmed student organization procedure violations,
including but not limited to event registration, may ultimately lead to individual student conduct proceedings.

Prior to the start of the Spring 2021 semester, these procedures will be reviewed and updated in accordance with University and Los
Angeles city and county of guidelines.

Conduct: The organization assumes full responsibility for the conduct of participants at the event. Any violation of University policy may
subject the participants and/or the organization to disciplinary action by the Center for Student Involvement or the Office of the Dean of
Students.

The following guidelines and procedures apply to in-person events, will not be approved for Fall 2020 and are provided for reference:

Alcohol: In accordance with Administrative Procedure 019 - Alcoholic Beverages, any event (on or off campus) that involves the
consumption of alcoholic beverages requires authorization from the University. Your organization must complete and submit a Request to
Serve Alcoholic Beverages form in addition to this Event Registration Form. Please allow at least 3 weeks for this form to be reviewed by
the University. Approved alcohol consumption events and events held where alcohol is available (but will not be consumed) require at
least two TiPS certified members and two Sexual Violence Prevention & Resources Trained (SVPT) members to be in attendance of the
entire event. Additional guidelines can be found in the Student Organization Handbook.

Publicity: All publicity material must comply with University Administrative Procedures AP PO03 and AP POO7. All printed marketing to be
used for marketing registered events are required to be stamped by CSI prior to their approved posting. Stamps can be obtained after
the event has been registered. All printed material may be posted for up to a period of fourteen (14) calendar days. For student
organizations, the "POSTING VALID THRU_ " stamp must be clearly visible on the face of the posting.

General Release Waiver Forms: If your event will require the use of general release waivers prior to organization member and guest
participation, your organization is required to comply with all instructions provided by CSI, including submitting all completed forms and
requested documents.

Student Organization Event Resources

Additional Required Forms

The following forms are applicable for in-person events only and will not be approved for Fall 2020. They are provided for reference.
Prior to the start of Spring 2021updates to student organization event guidelines will be announced.

The following forms may be required based on your event details. If required, these complete forms must be uploaded at the time your
organization is registering its event at least 10 business days prior to your event date.

e Temporary Food Facility Permit
e Request to Serve Alcoholic Beverages Form
o Amplified Sound Permit

Additional Resources
University-Student Union Event Space Forms
The following forms must be used to complete your tabling, meeting, and event space requests at the University-Student Union. For

more information refer to the University-Student Union Operations.

e External Table Request Form

¢ Information Table Request Form
e Meeting Request Form

e Outdoor Event Request Form

Use of Facilities Forms:

The following forms can be used to complete your event space requests. For more information refer to the Use of Facilities website and
Administrative Procedure 505 Use of Facilities and Equipment:



e External Space Request Form
e Filming Request Application



Institute of Electrical and Electronics Engineers

leee.csula@gmail.com

SHPE Conference/Convention Invoice

Description Amount
Registration Fee (x10) $100
Sub-total $1000
Tax SO
Total $1000
Collegiate Members ~

Undergraduate | Graduate | Advisor

Early Rogistration(Ends September 30th) | $200
Late Registration (Oct 1-16) | $285

Package includes:
All Educational Sessions
General Program

Career Fair

Bulk Registration
Pleasa fill out this form with your request

Questions?
Emaitl registration@shpe.org

Each ticket is $200, but we want to sponsor 50% out of the ticket for 10 students and help as
many as possible.




E—
OCTOBER 26 - 31, 2020 @
VIRTUAL CONERENCE

Register now! Visit www.shpe.org to secure your
spot. Registration Fee $200
For details: registration@shpe.org

ASSOCIATED STUDENTS, INC.

THE ACTIVITIES AND OPINIONS PRESENTED ARE NOT
Il J ‘- NECESSARILY THOSE OF ASSOCIATED STUDENTS, INC.






