TEMPLATE FOR ARTS & LECTURES PROPOSALS

DATE:

TO:			Arts & Lectures Committee

FROM:

SUBJECT:		PROPOSAL FOR ACADEMIC YEAR 2024 - 2025

TITLE: 		[Include name of speaker, performer, group, event, or special 				program]

ABSTRACT:	[2-3 sentences summarizing the program’s content and the associated event(s). Please be explicit in this brief abstract about the event(s) that will occur as part of this proposal. For example, is it a public talk, workshop, performance, or multiple events? Is there an associated dinner planned with students or faculty that is part of the proposal? Etc.]

DESCRIPTION:	[Include a detailed description of the program/performance and how it relates to a specific department, interdisciplinary application, and/or relevance to a broad audience.  

If possible, please note directly how your proposal relates to any of the four questions in our open questions curriculum.

As applicable, please include a biography for your speaker(s) or performer(s). This may be copied into the body of the description, or provided through a website link.

Please note any substantive collaborative efforts with others in the development of this proposal, including work with other departments, students, student groups, or off-campus organizations. We are particularly looking for connections that have already been established (not just conceptual).

Similarly, please indicate if you have any additional financial support from your department or other sources. We encourage other sources of support in addition to A&L.

Applications for residencies and weeklong workshops are also encouraged.]



FORMAT:	[Detail the planned format of your event – in person, hybrid, or remote.]

PUBLICITY: 	[Our intention is to send an announcement with a list of Arts and Lectures funded events to our campus community. Please complete the table below for this purpose, and also for helpful coordination with the Protocol & Special Events and Communications Offices.]

	Proposed Event Title
(for campus PR)
	Speakers/ Performers names
	General Topics Covered
(key words for event)
	A one-bullet-point description of the content and nature of event
	Estimated Date of Event (Preferred month/semester)
	Primary Ursinus Contact Person (Name/Email)

	


	
	
	
	
	



CONTINGENCY:	[Provide a secondary event date and discuss contingency planning if a renewed surge in COVID cases or some other unforeseen development necessitates a change in the proposed event date and/or format.]

PROPOSED BUDGET:
[Please provide an itemized budget for the full event including any relevant honorarium, travel costs, accommodations, meals, etc., as well as an indication of contributions from other sources towards the overall budget.

A guideline for common costs to estimate when inviting a guest to campus:
Flight or train tickets: Please estimate the cost based on a current search at time of your proposal. 
Mileage reimbursement is currently estimated at $0.58/mile.
Hotel: Please assume $120-160/night in local hotels
Meals:
While traveling: If requesting a per diem, please assume a standard of no more than $25 per day for meals while your guest is traveling.
At-event meals: 
- If planning a meal for Upper Wismer, please remember students can swipe in using their own meal plan for non-catered meals in the Fac/Staff Dining Room. For non-student guests, you can assume $13-18 per person for a non-catered meal in Upper Wismer.
- If planning a catered or off-campus meal, please include the estimated number of people, intended location, and estimated amount per person for each meal proposed.

Please make sure your budget clearly notes:  
· The overall cost for the event
· Funding covered by other sources
· The specific amount requested from A&L]


1

