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College Activity Board & SGA
Tips for a Successful Program
NORTH COUNTRY COMMUNITY COLLEGE

College Activity Board & SGA
Program Proposal Form

Please Type or Print Clearly!

Proposal for:
 FORMCHECKBOX 
College Activity Board
 FORMCHECKBOX 
Student Government Association       FORMCHECKBOX 
Tri-Campus

Campus Submitting Proposal:
 FORMCHECKBOX 
Saranac Lake
 FORMCHECKBOX 
Malone
 FORMCHECKBOX 
Ticonderoga 
	Name of person (group) making the proposal:
	

	Phone number :
	
	Email:
	


Program location (check all that apply):

	 FORMCHECKBOX 

	Malone
	 FORMCHECKBOX 

	Saranac Lake
	 FORMCHECKBOX 

	Ticonderoga
	 FORMCHECKBOX 

	Off Campus (Identifty)
	


	Title of proposed program: 
	

	Date:
	
	Time:
	
	Location:
	


Brief description: If additional space is needed, please attach additional sheet. Attach any promotional literature.
How would this program benefit students and meet the mission of the CAB?  Please check all that apply

	 FORMCHECKBOX 

	Educational
	 FORMCHECKBOX 

	Social
	 FORMCHECKBOX 

	Cultural
	 FORMCHECKBOX 

	Recreational
	 FORMCHECKBOX 

	Wellness


What do you hope to achieve through this program? If additional space is needed, use back of this form.
How will you measure the goals you seek to achieve (i.e. survey monkey or exit evaluation)? Evaluations must be submitted to and housed with Office of Campus and Student Life within 2 weeks of the program date. Failure to provide evaluations will impact eligibility for future funding for this event.
Person(s) responsible for coordinating and implementing the program (college official must be included)
	
	
	
	
	


Budget Proposal:

	Personnel
	
	

	Supplies
	
	

	Advertising
	
	

	Food
	
	

	Other 
	
	(Please describe)

	Total
	
	


The coordinator of the event is responsible for all marketing! See the Office of Campus and Student Life for assistance with electronic posting. Press releases must be submitted to the Office of Campus and Student Life for review and then submitted to the President for approval. Please identify marketing plans: 
*All advertising must include the following statement:
THIS EVENT IS FUNDED BY NCCC STUDENT ACTIVITY FEES.  THIS IS A DRUG AND ALCOHOL-FREE EVENT
Committee Use Only 

Date Received__________     #__________   FORMCHECKBOX 
 Approved    FORMCHECKBOX 
 Not Approved    FORMCHECKBOX 
 Pending    FORMCHECKBOX 
 Off Campus Approval
Check List:
Prior to event:

· Attain a Certificate of Insurance for outside performers or tax reporting information

· Security –If needed, communicate one week in advance 
· If approved make arrangements for food

· Facilities--Communicate with facilities 2 weeks in advance using Maintenance Request Form in Outlook
· Reserve room/space through the appropriate department

· Class Room—Records Office
· Gym—Athletics Facility Manager
· Connector—Campus and Student Life

· Board room—Presidents Office

· In the event a contract is involved the Office of Campus and Student Life Coordinator must review for approval and signage

· Advertising

· Press releases must be submitted to the Office of Campus and Student Life for review and then submitted to the President for approval

· Notify Office of Campus and Student Life of date for posting on Website Calendar

· 2 weeks prior to the event provide electronic posters to the Office of Campus and Student Life and JPEG files to be posted on the portal, Facebook, email and video monitors
· Prepare Evaluation

During the Event:

· Take pictures and send to Office of Campus and Student Life
· Ensure evaluations are completed or that information about the evaluation is provided to  attendees
After the Event:

· Submit receipts/invoice within 48 hours of the event
· Submit summary of evaluations to Office of Campus and Student Life within two weeks of the event

· Submit photos to the Office of Campus and Student Life 
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