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445 Hamilton Avenue, Ste 601 White Plains, New York 10601

Tel: +1 914 761 1100   Fax: +1 914 206-4216   rgorman@smpte.org     www.smpte.org

SMPTE Section Special Event Proposal Form

Requests for approval of Special Events shall be submitted by the Section Chair to the Home Office no less than six weeks in advance of the projected date of the Special Event.  If a Section holds a Special Event on a recurring basis, such as an annual holiday party, the request to hold such an event and the proposed budget for it should be submitted with the Section’s budget request so that both can be considered for approval at the same time.
*Please be sure to review Sections 8.11.3 and 8.11.3.1 of the Membership Operations Manual BEFORE completing this form.

	Section Name:

	Type of Event:

	Proposed Event Date:

	Proposed Event Location:

	Description of Proposed Event and Benefit to the Membership:

	Brief History of the Event: 

(Is this the first time you will be holding this type of event or have you held this event in the past?  If you have held this event in the past, what were your past experiences, challenges, and successes? Are there changes or improvements planned for this event?)



	Are there any items pertaining to this event that may require verification of insurance, such as venue rental, bus rental, etc? (Please explain)


	A budget must be submitted with this proposal, including projected income and expenses (projected expenses, sponsorships, admission fees, etc.).  This can be submitted as part of your regular Section budget (see example below) or separately, using a blank copy of the Section Budget Form.



Section Chair
Date
Section Secretary/Treasurer
Date

*Return to Roberta Gorman (rgorman@smpte.org) via email or fax

[image: image2.png]{Example Sestion Draft Budget Guarter 1 Guarter 2 Guarter 3 Quarter 4 YearEnd | Year End

{ 2015 Budget 2014 Actuals | 2015 Budget 201 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget | 2014 Actuals

! s - s -

{lncome + e -

{Starting Bank Account Balance (TBD) $ 24%5 + B )

{Budget Allocaton (Funds Received from SMPTE) s 7000 s 7000 s 000 wm|s 200 0400

{Mesting Sponsors s 10000 § 75000 § 000§ =000 s 000 amm|s  2o0m|s  ism0m0

{Dther funds colected at mestings (atendance fee, meal ickels, et s s -

{Special Event - Dec Holiday Party $ BNk -

{Sponsors $ 480000 §  460000($  4g0000(s 460000

{atendees $ 1m0 s tsononfs  voooo)s  1so0o0

| s 0w s sem|s 1m0 s smoo|s s “ [+ 70w s eomon|s  mewom|s  wesss!

Quarter 1 Quarter 2 Quarter 3 Quarter 4 YearEnd | YearEnd

{Expense 2015 Budget _ 20M Actuals | 2015 Budget 201 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget | 201 Actuals

{Section Mesting Fefreshments + 100000 § 30000 [ § 75000 § 60000 [ § 3000 § 2010 ¢ 100000 § 50000 [ § 3000 §

{Printing (Mesting Signs etc) s 000 s 000 s 200 s om]s

{Mesting Space Fertal s - s

{Office Supplies, Certficates & Frames s - s

AV Rertal s - s

{Diner for Guest Speakers $ 0000 $ 0000 $ 20000] ¢

{Special Event - Dec Holiday Party s - s

{Food & Beverage $  4m000 § 47mes|s  aswom|s 47085

{Verue erta s 000 515§ =000 § 515

{Eventrits Fees (including payment processing) $ 45000 $ 4515 ¢ 45000 ¢ 45115

iSignage $ 20000 § 8018[ ¢ 20000 § 1801
s om0 s o000 ¢ 000 s G000 ¢ 000 _s Z00|s  Genm s 6owas|s  oamnon|s  smass





1

