Event Proposal
	Name of event:

	

	Date of event
	

	Time of event
	

	Location of event


	

	Target audience
Who is this promotion targeted at?

What does the audience need to know?

What will hold their interest?


	

	Message 
What do you want to say to the target audience?

What do you want them to know/do?


	

	Objectives 
Be clear about what you hope to achieve with this event.

	

	Description of event 
	

	Describe how this event and/or outside groups align with the University’s mission and/or strategic priorities:
	

	Budget 

Estimated event budget: 
	

	Food 
Gourmet Dining catering or external caterer
	


