CU@Night Application Guidelines
Purpose:  To support and encourage alcohol-free social events and activities on Friday and Saturday nights (8:00pm or later).
Fund availability:  All Student Organizations, Greek Organizations, Residence Life & Departments are welcome and encouraged to apply.
The maximum allocation is typically $500. However, requests exceeding $500 may be submitted, and the CU@Night committee will consider additional funding based on availability, event originality, relevance, and need.
Event Requirements: 

· Events must be open to all Carroll students. 

· Events must be held on a Friday or Saturday evening, beginning after 8:00pm.
· Events should be held on campus. Off-campus events will be considered on a situational basis. If the event occurs off campus, not within walking distance, transportation must be provided; please include this in your Projected Budget in the Program Planner. 

· All events receiving funding must submit a post-event Program Evaluation (found in the program planner), along with their entire completed Program Planner, within one week of the event to be reviewed by the CU@Night committee. 
· Any misuse of funds, flagrant inconsistencies from the original proposal, or failure to submit a post-event Program Evaluation and completed Program Planner may result in denial of future funding approval or denial of reimbursement. 
· Any misuse of funds may result in documentation and referral/submission to the Director of Student Conduct.  
Steps for Funding Approval and Event Follow Through:
1. Fill out, in detail (specific costs, locations, timing, hosts, contacts, etc), Steps 1-5 of the Program Planner.
2. Email the Program Planner to carrolluniversitysa@gmail.com or drop it off in the Student Involvement Center (located in Kilgour).
3. The CU@Night committee will review the request with one of the following outcomes:
· Approval or Denial of funding (please note that approval may not match the original proposed amount).
· Returned proposal with request for additional information and/or clarity.
4. If approved, event organizers may begin spending money.

5. Those requesting funding must advertise the event, abiding by the guidelines noted above. Four (4) advertisements must be turned into Student Activities, and placed into the CU@Night drop box or emailed to carrolluniversitysa@gmail.com, 2 weeks prior to the event.

6. Taking attendance at the event is required. This will be facilitated by a Student Activities Worker. 
7. After your event

· One week after the event, the entire Program Planner, including the Program Evaluation form, must be turned into the CU@Night drop box located in the Student Involvement Center or emailed to carrolluniversitysa@gmail.com
· When filling out the CU@Night Program Planner:
· Be sure all steps are completed thoroughly prior to submitting
· Be sure to complete the actual budget in Step 5 and specifically detail funding used from CU@Night 
· Complete the Request for Payment form for all reimbursements.
· This form is available on the portal page > Departments > Student  Activities > CU@Night
· For this form you will need original receipts; attendance roster; as well as names and ID numbers of any prize recipients with the exact dollar amount of the prizes awarded.  A prize log can be found on the CU@Night portal page.
· Request for Payment forms must be submitted to Student Affairs (located at 114 S. East Ave.) within 30 days of purchase. 
· For any CU@Night spending, use CU@Night’s cost center code (not your organization’s). This cost center will be provided to you upon event approval. 
Advertising Requirements:
· Events must be actively (creative marketing in addition to flyers) promoted to all students.  

· Four (4) flyers must be submitted to the CU@Night Drop box, located in the Student Involvement Center (in Kilgour), or emailed to carrolluniversitysa@gmail.com 2 weeks prior to the event. If you do not turn in your marketing to CU@Night 2 weeks prior to your event, you will lose funding for duplication (or funding all together) or get put on probation from using CU@Night funds the following semester.
· All events receiving funding from the CU@Night account must include the CU@Night logo on all flyers/advertisements. The logo can be found under Departments > Student Activities > CU@Night on your mycarroll portal.

· If design assistance is needed, please complete the “Graphic Design Request” form on the CU@Night portal page.  Email the completed form to carrolluniversitysa@gmail.com with a subject title of: “Graphic Design Request (Event title)”.

Timeline:
· All requests must be received a minimum of 4 weeks prior to the event. 
· This is to allow the approved recipients of funding an appropriate amount of time to effectively advertise and organize the event 

· The board will meet weekly to consider requests, provide support for organizations and groups hosting CU@Night events, and review post-event evaluations and assessments. 
Questions? Email Student Activities at carrolluniversitysa@gmail.com

