Non-Annual Co-Sponsorships:

The following procedures and regulations listed below govern SPEC-TRUM. In order to obtain financial assistance in planning an event, you must abide by and follow the following procedures and rules. By submitting a co-sponsorship application, you acknowledge that you have read the following information and agree to abide by all of the terms stated herein. We strongly suggest that you read the guidelines provided below before submitting your application.  
Procedure:
1. Before you seek funding from SPEC-TRUM, it is essential that you look for financial support from other sources. (I.e. Academic departments and umbrella organizations). Once you have planned the logistical and financial details of your event, SPEC-TRUM will be more than happy to consider your event.

2. All requestors must fill out the SPEC-TRUM Co-sponsorship Application.

3. The application must be submitted to 200 Houston Hall (the Office of Student Life) no later than 30 days before your event. After you have dropped off the application, please contact us and notify us that you have done so.

4. All requests must be presented in person to the SPEC-TRUM committee during their regular meeting hours. The guidelines are as follows:

· You will be allowed 3-5 minutes for your presentation.

· Please bring ten (10) copies of the completed application to the meeting.

· You should be prepared to clearly describe the nature of the event and the performer(s) background.

5. You will receive our response within 48 hours of your presentation. If we accept your proposal, we will transfer the funds to your University account. On your application, you must provide your University budget number, unless you are an undergraduate student organization (usually SAC-funded) whose account is administered through the Office of Student Life Financial Services Center.

Rules:
1. We may elect to withdraw funding at any time, even retroactively, if these conditions are not met.

2. The event must be geared towards a minority group at the University of Pennsylvania.
3. The event must have any type of performing act (comedy, dance, lyrical, etc.), except a speaker, incorporated into the event.

4. If we accept your proposal, we will transfer funds to your University account. You will be responsible for the payment of all bills related to your event, as well as any debts that you may incur. If your costs are in excess of the amount allocated, you will be entirely liable for the resulting debt. SPEC-TRUM not assume any debt related to it.
5. If we believe that your event will require an unusual commitment of University resources because of its highly controversial or high-profile nature, we will advise the University's Special Events Committee. If the Committee chooses to devote additional support to your event (such as Penn Police officers, etc.), you may be held responsible for the resulting cost. If you would like to request additional funding from SPEC-TRUM to cover this cost, you will need to submit an additional application. Therefore, if you believe that your event might fall under this category, you should begin the application process several weeks before the deadline.

6. A liaison must be assigned to your event to ensure adequate planning, publicity, and preparation. They must be the one to present the event at the SPEC-TRUM meeting. They will also be expected to maintain close contact with us regardless of your stage of planning. NO money will be granted to events that do not include SPEC-TRUM in any of the planning.
7. You must place the SPEC-TRUM Logo on all publicity for the event and submit to us at the Office of Student Life one copy of each poster, advertisement, or other item, as it is distributed. However, the logo is not expected to be as large as your logo.  
8. SPEC-TRUM will only provide funding for sound equipment if SPEC Sound is unavailable for the event.
9. You must submit an expense report after the event that details all expenditures and includes copies of all receipts and invoices. The expense report form, as well as detailed instructions for completing it, can be downloaded in the forms section of this guide. Please submit the report to us at the Office of Student Life within three weeks. If we do not receive it by this time, we will withdraw your funding.
If you have any questions, please contact at spectrum@specevents.net
