Late Night DU Co-Programming Criteria Guidelines
Please review the Co-Programming Criteria Guidelines. If your event falls within the guidelines please fill out a Late Night DU Co-Programming Application and submit all requested information to krueda@du.edu  OR return a hard copy to the Late Night DU Mailbox in the Campus Life Suite, Driscoll Student Center North, Student Organization Office.

To be considered for co-programming support by the Late Night DU board events must be:

· Sponsored by a registered student organization or DU Student entity

· Social, recreational or entertainment-based. NO EVENT FUNDRAISER’s will be approved for funding.

· Scheduled for a Thursday, Friday or Saturday 

· Scheduled to begin in the late night hours (after 7:00pm)

· Open to the entire DU student population at a low cost amount or free

· Held on the DU Campus

· Alcohol-free or non alcohol centered

· Scheduled during the academic quarter or during Discoveries Week
How to Apply for Co-Programming Support
· Download a Late Night DU Co-Programming Application at http://www.du.edu/studentlife/campusactivities/latenight.html and fill out all requested information and submit to krueda@du.edu OR return a hard copy to the Late Night DU Mailbox in the Campus Life Suite, Driscoll Student Center North, Student Organization Office.
· Please send all questions or concerns regarding the co-programming application to krueda@du.edu. All inquiries will be responded to within 24 hours.  
· After submitting the application: Applicants are required to meet with the Late Night DU Advisor to ensure that appropriate plans have been made for the proposed event. You can schedule a meeting with the Late Night DU by contacting Kerrie Rueda at krueda@du.edu. The Late Night DU Advisor is also available to assist you with programming questions (i.e.  logistics, number of volunteers, advisor involvement, etc).
· Be sure to complete all sections and provide a detailed breakdown of the event budget. Applications for co-programming will not be reviewed unless both the application and event budget breakdown are submitted.
· If your event involves bringing an outside vendor or performer to campus a contract is most likely required.  If a contract is involved you will need to request co-programming support at least 4 weeks prior to the event. Please refer to the Contract Information on the Campus Activities web site for more information about contracts and the contract routing process.  Please be aware of whether your event will need a contract as the process takes MINIMUM of 4 weeks to complete.
· The Late Night DU Board meets weekly. Applications will be reviewed as they are received. If the student group submitting the application would like to attend the Late Night DU Board meeting to provide students with more details regarding the program please contact the advisor and you will be placed on the agenda for that week’s meeting.
· Please send all questions or concerns regarding the funding application to the Late Night DU Advisor, Kerrie Rueda at krueda@du.edu 
Considerations

· All student programs approved for co-programming support must acknowledge Late Night DU as a co-programmer on all marketing and promotional materials. Marketing and promotional materials must be posted or distributed no less than 2 weeks prior to the event. Please refer to the student organization handbook for more information on publicity regulations on campus. 
· Co-programming support is intended to supplement event planning and funds obtained from other campus funding sources; Late Night DU will not cover the entire cost of an event. 
· Applications for events beginning prior to 7:00 p.m. must provide compelling reasons for Late Night @ DU to provide support. The Late Night DU Advisory Board reserves the right to decline or reduce funding requests for events scheduled prior to 7:00 p.m.
· Programs will not be granted funding for the purchasing of alcohol, apparel of personal items, non-campus or non-student activity, traffic tickets/parking fines, materials and support for fundraisers, gas for vehicles, gifts, charities/donations.
· A copy of an overall event budget is required as part of the application process.
· Student groups have the option of meeting with the Late Night DU Board to discuss the purpose of an event. The Late Night DU Board meets weekly and meeting times may vary each quarter. Student representatives will be contacted about the date and time of the meeting to attend.
· The student organization will be notified of co-programming approval within two days of meeting with the Late Night DU Board.
· Please take note, it takes at least 10 BUSINESS DAYS for a check to be issue for payment. You must plan ahead to ensure that your check will be ready to meet your vendor’s requirement for payment. Typically vendors will need to submit an invoice and W-9 to be paid and a check will be mailed to them directly. For more information about payment please refer to the student organizations handbook. 
· Applicants approved for co-programming MUST EVALUATE all events and the results must be submitted to the Late Night DU Advisor no later than one week after the event. Failure to do so may jeopardize approval for any future programs. Please visit the Late Night DU homepage to download a Late Night DU Evaluation. You will fill in the necessary event information for your particular event and distribute and collect copies from students at your event. 
