Sponsorship Application Form
(to host Organizations and Guest Artists)
For requirements and instructions, see back of form.

DATE:            
SPONSORING AREA:

ORGANIZATION/GUEST ARTIST TO BE SPONSORED: 
EVENT TO BE SPONSORED: 
DATE OF EVENT:
REASON FOR SPONSORSHIP:

FACILITIES NEEDED (please also list times facilities are needed, including rehearsal time): 
SETUP REQUIRED: 
WILL SoM CHARGE ADMISSION TO COVER COSTS?


ESTIMATED ATTENDANCE:
WILL HONORARIUM BE PAID?




IF YES, WHAT AMOUNT?

DEPARTMENT’S ACCOUNT NUMBER TO BE CHARGED: 
DEPARTMENT CONTACT AND EXTENSION: 
EVENT/ORGANIZATION CONTACT NAME AND PHONE NUMBER:

Associate Director: Performance _________________________________________

Date _______________

Business Manager _____________________________________________________

Date _______________

Director _____________________________________________________________

Date _______________

Risk Management ______________________________________________________
Date _______________
Scheduled by: _________________________________________________________
Date ______________

Policy Requirements
When the School of Music desires to sponsor a non-BYU group or artist on campus, it must comply with the following requirements:

1. The School of Music must submit a request by completing all requirements on the Sponsorship Application Form. Scheduling of facilities or equipment cannot be initiated until the completed and approved form has been returned to the Scheduling Office.

2. The sponsored event must support and further the mission and purpose of Brigham Young University and the School of Music. The Director of the School of Music must approve justification for sponsorship.

3. For Sponsored Organizations: The Sponsorship Application must be accompanied by a liability insurance certificate from the organization. Both items will be submitted by DAP to Risk Management and Safety for clearance. Upon clearance, the insurance certificate and the Sponsorship Application will be returned to the Scheduling Office for scheduling of the event.
4. For Sponsored Organizations: The School of Music will determine how much of the event’s expenses it will pay. The sponsored organization understands that it may be responsible for all of the costs. The amount the School of Music pays and the amount the organization pays will be agreed upon before the event can be scheduled.
5. No fundraising will be allowed.

6. All funds and ticket sales must be administered through an authorized university business office or ticket office.

7. All forms and requirements must be completed a minimum of ten working days prior to the event.

8. When all approval signatures have been obtained and the sponsorship application form has been fully completed, the event can then be scheduled.

General Instructions
1. Department Contact or Event Contact completes form through “Event/Organization Contact Name and Phone Number” and submits form with liability insurance certificate, if needed, to Marilyn Parks in C550 HFAC (School of Music office), who will forward the form to DAP for an estimate of expenses.

2. DAP will prepare the estimate and return form to Marilyn Parks to obtain signatures.

3. After obtaining signatures, School of Music will forward all documents to DAP to obtain Risk Management approval, if needed, and to schedule the event.

4. After event is scheduled, DAP returns documents to Marilyn Parks. 



Estimated Cost: _____________________________	Date: ___________________





DAP Signature: ___________________________________________________________








