Requestor Information


Fairs and Community Partner Events Request Form



[bookmark: _GoBack]Return this form via email to vpintern@hawc.org or fax to 713-535-6363.

[image: WomenCenter_Flyer]
Contact Person:      	
E-Mail:      
Phone:      

Secondary Phone:      
Website:      		
Fax:      

Social Media links:      
[bookmark: Text9]Organization Planning Event:      		 
If you a part of an organization, please briefly describe your group:      

Event Information
Would you like a representative from the Women’s Center to attend your event (subject to availability)?

☐ Yes		☐ No

If yes, will the representative need to be bilingual? 
☐ Yes		☐ No
What languages will they need to be fluent in?      


Name of Event (if applicable):      		

Date of Event: Click here to enter a date.

Event Start Time:      
Event End Time:      

Presenter Arrival Time:      
Presenter Departure Time:      

Address:      						City:      	Zip:      		

Building/Room:      
Contact Person on Site:      

Parking Information:      
Cost:     							Validation:  	|_| Yes		|_|No



Event Demographics
Event Type: 

☐ Overview of HAWC Services
Other      
☐ Resource Fair (indoor) 
☐ Resource Fair (outdoor)
		   
☐ United Way Speech
☐ United Way Fair

If this event is a fair, please let us know if the following supplies will be available:
☐ Table 
☐  Chairs 
Target Audience:

☐ Adults
☐ Parents
☐ Teens/Students		
☐ General Community
☐ Clients
☐ Volunteers
☐ Employees
Audience Size      


Target Demographic:

☐ African American
☐ Asian			
☐ Hispanic
☐ South Asian
☐ Disabled			
☐ Faith-based
☐ Elder
☐ Gay/ Lesbian/ Bisexual/                                                                           Transgendered   


Additional Information
1. Is this event an

☐ One-time Event
☐ Annual Event
☐ Ongoing Opportunity

Please briefly describe your event:      
2. Is this event

☐ Open to the public	
☐ Invitation Only


3. Will funds be raised? 
☐ Yes 
☐ No


If so, please describe how they will be raised?      
4. Are you interested in building a fundraising page for your event through the Women’s Center online portal?

☐ Yes 
☐ No

5. How will you promote the event?      
6. Would you like to use the Women’s Center logo in your promotional materials?

☐ Yes 
☐ No

All promotional materials must be approved by the Women’s Center Communications Department prior to printing and distribution. 

For Public Events
How will the event’s expenses be paid?

☐ From the proceeds
☐ From the event organizer

What portion of the proceeds will benefit the Women’s Center?      %
If less than 100%, what other organizations will share the net proceeds?      

Anticipated Total Funds Raised: $     
Anticipated Total Expenses: $     

Anticipated Donation: $     

Print Name:
Signature:
Date: Click here to enter a date.
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