University special events are designed to enrich the quality of life for our students, faculty, staff, and alumni. The goal is to provide innovative and thought-provoking events that will allow the Pace Community to fully experience the comprehensive University resources.
If this event will promote Pace University’s image and identity in one or more of the following ways, please check all that apply:
	[bookmark: Check1]|_|
	Will have a positive impact on enrollment and may allow for Admissions participation.

	[bookmark: Check2]|_|
	Will allow for future strategic partnerships for Pace University programs and initiatives to build relationships for potential philanthropic goals.

	[bookmark: Check3]|_|
	Will focus on current issues to strengthen the community and enhance our relationship with local constituents.


[bookmark: Text1][bookmark: Text2]Date of Event:      	Timeframe:      
[bookmark: Text3]Name of Event:      
[bookmark: Text4][bookmark: Text5]Name of Staff or Faculty Coordinator of Event:      	Name of Point Person at Event:      
[bookmark: Text6]Budget Number to be Charged for Event Expenses:      
[bookmark: Text7]How many people do you expect to attend and who is the intended audience?:      
[bookmark: Text8]Who is in charge of getting staff, faculty, and students to attend?      
	[bookmark: Check4]|_|
	Yes
	[bookmark: Check5]|_|
	No


Is anyone being paid to present or perform at the event? 
	[bookmark: Check6]|_|
	Yes
	[bookmark: Check7]|_|
	No


Are the speakers or performers from the Pace community (students, faculty, staff, alumni)? 
[bookmark: Text10]If yes, please indicate:      
	[bookmark: Check8]|_|
	Yes
	[bookmark: Check9]|_|
	No


Will security need to be notified for any special circumstances-parking passes, VIPs requiring special treatment?
Marketing and Public Information:	
[bookmark: Text11]Name of staff or faculty member responsible for collecting information for marketing and for writing content for the event as it pertains to marketing:      
	[bookmark: Check10]|_|
	Yes
	[bookmark: Check11]|_|
	No


Is there paid advertising planned for this event? 
Will you need publicity? (Please check all that apply)
	[bookmark: Check12]|_|
	Press Release
	[bookmark: Check15]|_|
	Printed Program

	[bookmark: Check13]|_|
	PULSE Posting
	[bookmark: Check16]|_|
	Posters

	[bookmark: Check14]|_|
	Portal Posting
	
	




	[bookmark: Check17]|_|
	Yes
	[bookmark: Check18]|_|
	No


 Will you need the use of Educational Media Equipment? 
[bookmark: Text12]	If yes, please describe:      
	[bookmark: Check19]|_|
	Yes
	[bookmark: Check20]|_|
	No


Do you plan on serving food at this event? 
If yes, please call the Office of University Special Events for assistance in developing a unique, budget-conscious menu for your event.
If you have any questions or need help with any step of the event planning process please do not hesitate to contact one of our offices for suggestions, tips, and answers.
New York City Campus – (212) 346-1360
	specialeventsny@pace.edu
Westchester Campuses – (914) 923-2774
	specialeventswest@pace.edu

