MEMORANDUM                                                 [date here]
TO:

[Sponsor’s name here]


[Sponsoring department here]



[ Sponsor’s Campus Box ______]
FROM:
Lauren Clark


Sales and Scheduling Coordinator
CU Conference Services

Campus Box 454

RE:

Sponsorship of [your conference name here]

We have been approached by [your name here] regarding the possibility of scheduling housing and meeting space on campus for the summer of [your conference year here].
In order to schedule a conference on campus, two criteria must be met. The program must be either educational or leadership in nature, and it must have the sponsorship of an appropriate campus department or organization.  

The purpose of requiring campus sponsorship is to ensure the groups' activities are compatible with the educational/outreach mission of the University of Colorado. This sponsorship does not imply financial, space or time responsibilities for the sponsoring department or organization.

For off-campus groups, CU Conference Services generally contacts appropriate departments and/or organizations to inquire into possible sponsorship.  

If you are willing to serve as sponsor, please complete the attached letter of conference sponsorship and return.

Do not hesitate to call if you have any questions (303-492-5151).

Lauren Clark
CU Conference Services

University of Colorado Boulder
UCB 454

Boulder, CO 80309-0454

Phone: 303-492-5151

                                                                                              Fax:     303-492-5959

Email: lauren.k.clark@colorado.edu
CONFERENCE SPONSORSHIP LETTER                                             
TO:

Lauren Clark


CU Conference Services

UCB 454

FROM:
Name of Chairperson


Department


Campus Box 

DATE:

date here
RE:

your conference name here

After reviewing the proposed program activities, I would be willing to serve as the campus sponsor for the above group.  The program's activities appear compatible with the educational/outreach mission of the University of Colorado Boulder.

I understand that campus sponsorship does not imply financial, time, or space responsibility.

Campus Sponsor Name

Department/Organization

Signature

Date

