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Event Name:   ________________________________________________________________________                                                                                                                                                 

Brief Description of Event: __________________________________________________________________________________________________________________________________________________________________________

Event Website (if applicable): _____________________________________________________________                                                                                                                                

First Time Event:  YES     NO                 

Contact Person: ______________________Title: ______________________________________                                                               

Telephone: ________________ Email: ____________________________________________________                                                          

Date/Time of Event: ________________________________________________________                                                                                                                      

Location of Event: ______________________________________________________________________                                                                                                                                         

Approximate Number of Attendees (if applicable): ____________________________________________                                                              

Projected Dollars and/or In-Kind Goods to be Raised/Collected for GCHS: _________________________                                                      

Is there a fee for the public to attend this event? If so, how much? _______________________________                                            

Is the event indoors or outdoors? __________________ Will we need a tent? ______________________                     

Are there other rescues attending or invited to attend? _______________ If yes, list names below:  _____________________________________________________________________________________

List Sponsor(s) if applicable: ______________________________________________________________                       

Are public dogs welcome at the event? _________ Would you like GCHS dogs at the event?__________
[bookmark: _GoBack](Please note: dog attendance is usually limited to 2-4 dogs per event/max 3 hrs & relies on volunteer availability and if deemed appropriate)                   

Expectation of Gulf Coast Humane Society (GCHS): _____________________________________________________________________________________

Please check off all marketing that will be used for your event: 
· Radio/TV
· Facebook Event
· Website
· E-Blasts
· Print Campaign
· Billboard
· Other (please describe): __________________________________________________________

I understand that I must meet the following requirements in all marketing and event planning (please initial next to each):

_____ GCHS approved logo must be on all electronic and printed materials

_____ GCHS must be invited to co-host Facebook event 

_____ GCHS has final approval on any/all material involving their logo and/or name

_____ We agree that all print/video/on-line materials including social media will be presented to GCHS for approval prior to being produced printed or released.


ACKNOWLEDGE
 All Event Request forms must be submitted 2 weeks prior to the event date to ensure proper planning and execution (unless mutual agreement is reached).  Completion of the request form does not guarantee availability for services.  Upon review, the GCHS Events Coordinator will contact the requester via email or phone to confirm availability and then proceed to schedule the event.  Please understand that at times GCHS will have to cancel from attending a scheduled event if we cannot secure the appropriate amount of staff/volunteers or if we have cancellations of staff/volunteers. In that case, we will notify as soon as possible.
All event request submissions are reviewed individually and assessed according to the following:
· staff and volunteer availability
· event complexity
· time and resources

___________________________________________________     _______________________
Print Name                                                                                                    Date

____________________________________________________   
Signature 

Please return form to:
Gulf Coast Humane Society
2010 Arcadia Street Fort Myers, FL 33916
Office:  239-332-0364     Fax: 239-332-4391
Email:  events@gulfcoasthumanesociety.org
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