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Get a approval from Nick Buckley 
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Plan your event one month in
advance 

Host your event! Tag ecutigers on
Instagram 05

You can not move forward until Nick Buckley
has signed your form 

QR CODE 
will take you directly to the form 

Set up a meeting before to request a time
for event approval 

tel:580-559-5210
mailto:nicpbuc@ecok.edu
mailto:nicpbuc@ecok.edu
https://ecok.wufoo.com/forms/qwxcdak1p3foh8/


01 Plan your event one month in
advance. HELP MAP 



Club Information 

Club Name 

Club President
Name 

Club President 
Email 

Club President
Contact #

Date

This form will need to be completed 1 month prior to your event. This form is step 1
of the process. The purpose of this form is for general approval to host your
event. Please visit https://www.ecok.edu/about-east-central-university/east-
central-university-events-management to reserve your space or scan the QR
code below.Email this form to Nick Buckley by the 1st of every month for approval. 

CLUB AND ORG EVENT APPROVAL 

Event Title 

Event Time,
Date, and
Location 

Is this event a fundraiser? If yes please list if the money will be used for
Charity,Future Activities/Events,Fundraiser

Will you require a Waiver of Liability? If yes please list why this will be required.

Will you be serving food at your event? If yes, have you had approval from
Chartwells.Any on-campus event requiring food or beverage service must go
through the on-site catering provider Chartwells Catering Services at East

Central University. You must contact Chartwells at least two weeks before your
event to give the company proper notice of planning. Due to a University

contract, Chartwells must be first choice for providing university catering, unless
the Chartwells express written consent for an outside service to be allowed 

Submit the Club and org event approval sheet to
Nick Buckley 02 Set up a meeting before to request a time

for event approval 



This form will need to be completed 1 month prior to your event. This form is step 1
of the process. The purpose of this form is for general approval to host your
event. Please visit https://www.ecok.edu/about-east-central-university/east-
central-university-events-management to reserve your space or scan the QR
code below.Take this form to Nick Buckley by the 1st of every month for approval. 

CLUB AND ORG EVENT APPROVAL 

Provide a detailed description of your event 

As a representative of the listed organization, We (I) understand that
our organization is responsible for abiding by all university policies as
well as local, state, and federal laws with regard to events that take

place at East Central University. We understand that: 
Alcohol of any kind is not permitted at the event.
Off-campus advertising is not permitted. 
University property will be left in the condition it was found prior to
the event. 
No advertising, publicity, or ticket sales for the event will occur
until the event/activity is officially approved.
Chartwells Catering Services: All catering arrangements must be
submitted to the catering manager at least 14 days prior to the
event. Chartwells must be given 48 hours notice on cancellations. 

President/Designee Signature

Advisor Digital Signature

Dean of Student Signature 

https://ecok.wufoo.com/forms/qwxcdak1p3foh8/


This form will need to be completed 1 month prior to your event. This form is step 1
of the process. If you will be having a fundraiser (which means you will  be

collecting money at the event) Please scan this QR code and staple it to the
forms above! This must be approved at the same time as step 2!  

CLUB AND ORG EVENT APPROVAL 
FUNDRAISER 

SCAN ME FOR THE FUNDRAISER FORM



Submit the Wufoo form to the event
space team 04 QR CODE 

will take you directly to the form 

EXAMPLE OF WHAT THE FORM LOOKS LIKE 

https://ecok.wufoo.com/forms/qwxcdak1p3foh8/

