REGENT UNIVERSITY 

Special Event Approval Form (SEAF)
This form is to be used by staff or faculty for all events to which members of the public or outside speakers are invited. No SEAF is needed for a guest lecturer (not a VIP) who is invited to speak in a class. If in doubt, please ask the Office of the Executive Vice President for Academic Affairs if the form is needed. This form does not substitute for any other form or process related to events.  No other event forms should be completed until the SEAF is approved.
(If this is a student organization event, please complete the appropriate Event Application form found at www.regent.edu/studentorgs.)   

SEAF Approval required by (check one):

_____ EVP for Academic Affairs (for school/college/EM/academic events) or

_____ EVP for Student Life (for alumni or Office of Student Life events)
Date of proposed event: 
(This form should be submitted not less than 3 months prior to the proposed date of the event.)
Name of Event:  
Department/School requesting approval:       
Responsible Staff Member’s Name:         

Email:        Cell:        On-campus ext.:       
Where is the event’s proposed location? 
Approximate number of expected participants:  
Start Time:  
Purpose of Event and connection to Regent University’s mission and vision:       
Description of Event (i.e. what will happen at the event?  Please be specific.) 
Is this a Regent hosted outside group/organization? 

If yes, what is the name of the outside group/organization? 

If yes, is it paid in whole or in part by the outside group/organization? 
Name, title, and affiliation of speaker(s): 
Will there be any meals involved?  
Is the event catered? 

If yes, by whom? 
Total budget amount for the event: 
Cost Center: 
Cost Center Manager: 
Will AV media be needed? 

(If yes, a Media Services Equipment Request Form must be completed.)

If there are AV media costs involved, please list the party financially responsible for those costs. 
Description of marketing plan: 

Responsible staff member’s signature
Date

Approvals:

Dean (if in a school):  


________

OR
       

Date

Department Head (if in a department):  


________



       Date

Please submit this form to Angela Gast at agast@regent.edu.

​​​_________________________________________________________________________________

Approval:
Academic Affairs or Student Life:        
       

________

                                                                               EVP or designee          


Date

9/9/16

