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PA R T  1  -  N O T I C E  &  C H E C K L I S T

PA R T  2  -  C O N TA C T  &  O R G A N I Z AT I O N

PA R T  3  -  E V E N T  D E S C R I P T I O N

PA R T  4  -  C O S T  B R E A K D O W N

PA R T  5  -  E V E N T  S U M M A R Y
O F F I C E  U S E  O N LY

OFFICER NAME: CLUB/ORG:

OFFICER TITLE: EVENT TITLE:

EVENT LOCATION:

TOTAL ATTENDANCE:

EXPECTED CAL STATE LA STUDENTS ATTENDANCE:

ADDRESS: DATE(S) OF EVENT: SEMESTER:

CITY: STATE: Z IP:

PHONE:

T O TA L  C O S T  O F  T H E  E V E N T

T O TA L  R E Q U E S T E D  F R O M  A S I

A M O U N T  F R O M  O T H E R  S O U R C E S

WHAT OTHER RESOURCES ARE YOU EMPLOYING FOR THIS EVENT:

EMAIL :

S IGNATURE:

BR IEFLY DESCRIBE THE EVENT:

DESCRI PTION: DESCRI PTION:

DESCRI PTION:

STAFF IN ITIALS

TIME STAMP:

DESCRI PTION:

AMOUNT: AMOUNT:

AMOUNT: AMOUNT:

IS THE EVENT OPEN TO ALL CAL STATE LA STUDENTS? HOW WILL THIS PROGRAM ENHANCE THE CAL STATE LA EXPERIENCE?

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.

EVENT FLYER WITH ASI LOGOCSI EVENT REGISTRATION FORM REQUIRED SUPPORTING MATERIAL 
BASED ON PURCHASES/EVENTEVENT ESTIMATES / INVOICES (NOT PAID)
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Event Registration

Submitted By: n 11/1/2022 6:29:58 PM

Large On-Campus Events 

20
business days prior to the event date

Basic Information

Student Organization

Master of Social Work United (MSW United)

MSW United Coffee Talk

96

The event's purpose is to network within the MSW program at CSULA. The event is fairly informal and is focused on individual
conversations between students. There is no formal agenda. There will be refreshments of coffee and donuts.

https://www.calstatela.edu/usefacilities
https://calstatela.presence.io/form/event-registration


Time & Location

12/03/2022 - 7:30 AM

12/03/2022 - 11:30 AM

In-Person

No

Campus Walkway Spaces (Book Store/King Hall/Library North &South/ Main/ Salazar)

On-Campus

Salazar Hall Courtyard 3-6

Student Organization Officer and Advisor Contact Information

http://learn.presence.io/en/articles/3126016-duplicating-events


Marketing

Social Media

Instagram

@csula_mswunited

3b277c7b-2c54-40b9-a6e2-be09ddc76a50.jpg

Student organization members

https://calstatela.presence.io/media/field/3b277c7b-2c54-40b9-a6e2-be09ddc76a50.jpg


No

Tags

   

Event Details

Social Program

Not Applicable



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.

No

Yes

Student Organization

acd3da9a-b827-44cb-a518-82176f065839.pdf

No

Yes

No

No

Hybrid Event/Meeting Check-in Data Collection and Contact Tracing

required to check-in

Acknowledgment

https://calstatela.presence.io/media/field/acd3da9a-b827-44cb-a518-82176f065839.pdf
https://asicalstatela.org/services/clubs-and-organizations-funding
http://learn.presence.io/en/articles/5337248-student-s-guide-to-event-check-in-attendee-management


cannot check-in through the Presence
Checkpoint app and are required to check-in

Failure to check-in all event/m eeting attendees can result in the student organization’s revocation in their
ability to host events and can ultim ately affect their  student organization recognition and the benefits
associated w ith that status.

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

​2022- 2023 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 guidelines, Cal State LA student organization events and meetings for Fall and Spring Semesters 2022-
2023 can be held in virtual, in-person, or hybrid modes.  This applies to the following types of previously held events
and activities including but not limited to: 

Meetings
Tabling
​Social events 
Recruitment events 
New membership intake events and processes 
Information tabling or organizational promotions 
Community service or philanthropic events  
Organization meetings (both officer meetings and general body meetings) 
Workshops, trainings, and speaker events 
Conference, conventions, and retreats

Failure to comply with these 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 2022-
2023 Academic Year to be reviewed for Fall 2023. Furthermore, confirmed student organization procedure violations,
including but not limited to event registration, may ultimately lead to individual student conduct proceedings.

Student Organization Event Guidellines

https://forms.office.com/Pages/ResponsePage.aspx?id=AiCKzo9EWE-Csdhvc-Ov3dazcsxYrElEsazt2xyatLJUM1JZQ0U1Vlg5MktHR0YwUEJKT05SNkc1MS4u
https://www.calstatela.edu/healthwatch/health-self-screening
http://www.calstatela.edu/studentservices/student-organization-handbook
http://www.calstatela.edu/healthwatch


Coffee Traveler - Veranda 

Blend
®

Short 8 fl oz 

5 Calories 

Q 

YOU MAY ALSO LIKE 

0 

Cinnamon Coffee Double-Smoked Sausage, Cheddar 

Cake Bacon, Cheddar & & Egg Sandwich 

$20.00 

Butter Crois: 

Subtotal .................................................................... .$20.00 

Tax .......................................................................................... $0.00 

Total.......................................................... $20.00 

Checkout $20.00 



11:47 

< ADD ITEMS 

DOZEN DONUTS 

220-490 Cal/Donut

Quantity 1 0 

Count 12 Donuts v 

Varieties Assorted v 

Details 

Making People Smile Since 1950 

Share the joy by bringing people together with an assortment of half 

dozen or dozen donuts made in these delicious varieties*: Glazed, Double 

Chocolate, Strawberry Frosted, Vanilla Frosted, Chocolate Frosted, Old 

Fashioned, Boston Kreme, Glazed Chocolate Cake, Powdered, Vanilla 

Creme, Glazed Blueberry and Jelly. 

*Assortment and availability will vary depending on location.

Nutrition Information (PDF) 

For Allergen & Ingredient information please visit dunkindonuts.com

2,000 calories a day is used for general nutrition advice, but calorie 

needs vary. Additional nutrition information is available upon request. 

*Nutrition information is calculated based on our standard recipes.

$14.99 ADD TO ORDER 

>



Here are the estimates:

Starbucks coffee traveler: $20 x 5 = $100

8 Dozen Donuts (Dunkin Donuts): $14.99 x 8 = $119.92
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Temporary Food Permit Request Application  
(Student Organizations)  

All Cal State LA students, faculty, staff, and affiliates must obtain a Temporary Food Permit whenever food or beverages are 

distributed or sold to the public on campus. We regulate the food or beverages given out or sold at community events on 

campus to protect health, prevent disease, and promote healthy practices among the public. 

Please submit your Temporary Food Permit Request Application as soon as possible or at a minimum of 14 days prior to event 

date to allow adequate time for processing.  

Note: This application is valid only for events at Cal State LA where food will be sold or given away to the general public. 

 

Event Information:          

Name of Student Organization:        

Event Name/Title:        

Event Location:       

Event Start Date:    Event End Date:     Hours of Operation:         

Contact Name:                     Email:        Phone:                

Food Handler(s) Information:           

Please attach a copy of all current Food Handler Certificate(s) with this application. If you do not already have one, 

please complete the Food Safety and Handling training and attach the certificate. For additional food handler names, 

you may add them on a separate page and include it as an attachment.  

 

Note: At a minimum, two (2) persons with a current Food Handler Certification is required to be present at your event  

at all times. You are required to retain a physical copy of your Food Handler Certificate while operating your event. 

Name of Certified Food Handler:                                        Email:                          

Name of Certified Food Handler:                                        Email:                    

 

Food Type/Source Information:        Snack Sale        Food Sale        Catering        Other: ____________________________ 

List exact food/beverage(s) that will be sold/served, including ingredients:      

                                                                                                     

Will alcohol be served/sold?      Yes       No  Note: If alcohol is being served/sold a permit must be on file and shown upon request.     

How will the food be protected or stored at proper temperatures? __________________________________________________                                                                                                                                       

Provide the name(s) & address where food/ingredients will be purchased (e.g. Restaurant / Caterer / Store / Market). 

___________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________ 
For more locations, add them on a page as and attach it. 

PERMIT #: 

RMEHS Office Use Only 

DocuSign Envelope ID: 203D13D5-EE7E-4458-B444-6E6530188ED4

Starbucks coffee and assorted Dunkin Donuts

12/03/2022

 

7:30-11:30am

X

 X

Salazar Hall Courtyard 3-4

Starbucks - ingredients: brewed coffee

MSW United

12/03/2022

MSW United Coffee Talk

Insulated bag for storage

Assorted dunkin donuts (currently unspecified) ingredients: please visit for more information: https://www.dunkindonuts.com/content/da

Event refreshments

Food Safety and Handling Training

  

22-100
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Agreement: For the privilege of selling foods and/or beverages on campus, the Sponsoring Organization shall complete 

the online Food Safety and Handling Training prior to selling/offering food, and agree to read, understand, and comply 

with the Cal State LA Temporary Food Facility Guidelines governing food sales or service.  Failure to comply with the rules 

may result in the loss of food and/or beverage selling/serving privileges and possibly disciplinary action. 

Insurance (for Student Organizations Only): Student Organizations registered with Student Life and in good standing are 

automatically covered under the CSU Club Liability Insurance Program (CLIP). If a Certificate of Insurance is required, the 

Student Organization should contact Risk Management – EH&S for more information.  

No liability will be assumed by Cal State LA, University-Student Union, or University Auxiliary Services for any food or 

beverage the sponsoring organization provides to the campus community.   

    

 

1. Name of Student Organization Requestor                                  Signature                                   DATE                        

 

 

2. Name of Center for Student Involvement Approver                      Signature                                            DATE 

    (USU 204) (Student Organizations Only) 

 

3. Name of University Auxiliary Services, Inc. Approver                 Signature                                    DATE 
    (Golden Eagle Bldg. 314) 

 

4. Name of Environmental Health & Safety Approver                        Signature                                    DATE 
    (Corporation Yard Bldg. 244) 

Catering/Vendor Information: 

If you intend to use a licensed vendor to provide food at this event, please attach the following documents: 

County of Los Angeles Public Health Permit 

Business License  

Sellers Permit 

Certificate of Liability Insurance  

DocuSign Envelope ID: 203D13D5-EE7E-4458-B444-6E6530188ED4

10/18/2022 | 18:14 PM PDT

10/19/2022 | 10:18 AM PDTFabiola Avina

Daniel Keenan 10/19/2022 | 10:51 AM PDT

Fernando Benitez 10/27/2022 | 07:57 AM PDT



DocuSign Envelope ID: 203D13D5-EE7E-4458-B444-6E6530188ED4



DocuSign Envelope ID: 203D13D5-EE7E-4458-B444-6E6530188ED4
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