Event Time Line Matrix* 
For 

Services from the College Community and Vendors 

	Time Line to Event
	Event Space
	Food over $500 w/Bid
	Food under $500
	T-Shirts
	Party Decore


	Sound System requests
	Copies of Flyers
	Posters
	Contracts
	Events Form
	Travel

	
	
	
	
	
	
	
	
	
	
	
	

	20 Business Days

Notice
	Yes
(If available)


	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
Group must walk thru for signatures
	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	10 Business Days

Notice
	Yes
(If available)
	No

	Yes
	No
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
Ggroup must walk thru for signatures 
	No

	
	
	
	
	
	
	
	
	
	
	
	

	5 Business days

Notice
	Yes
(If available)
	No
	Light Refreshments Only
	No
	Yes
where possible
	Yes
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	Yes

	Yes

	No

	Yes
Group must walk thru for signatures
	No

	
	
	
	
	
	
	
	
	
	
	
	

	< 1 Week Notice
	No
	No
	No
	No
	No
	No
	No
	No
	No
	No
	No


	
	
	
	
	
	
	
	
	
	
	
	


* This matrix only applies to groups with approved funding.
The chart above lists the services available to student groups for activities.  To ensure that your event is implemented as you invision it, please note the time requirements for each service.  










