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CENTENARY EVENT / ACTIVITY INFORMATION FORM
(FOR CENTENARY WEBSITE)

Basic Centenary event/activity information is needed as early as possible so that your event/activity page can contribute to building the Centenary Calendar of Events.  The calendar list of events will appear on the website as month-by-month lists if dates and titles of event/activity, with links through to each event/activity page.  

Please fill out as much as you can on the following form.  Details of venues, start times, etc, can be updated later.  “To be advised” is acceptable, as is “To be confirmed” if you have information that’s fairly accurate but awaiting final confirmation.  A separate form for each event/activity should be provided.
It is intended eventually to input this information into the University’s regular UQ Events listing at http://www.uq.edu.au/events/ when all required event information is available. 

Please send this form electronically to centenary@uq.edu.au when you have filled in as much as you can.
Event Title – Your event title should stand alone as a good indicator and eye catcher when it is extracted into the calendar list of events/activities. 
	


Event Date(s)– include start and end dates, if a prolonged project, e.g. exhibition
	


Event Times – start and finish times for single event; opening times if exhibition
	


Event Venue – include address of venue and URL if relevant, e.g. for Customs House http://www.customshouse.com.au/ 
	


Event Description - (150 words or less)
	(1.  Enter first sentence - should provide good summary of event/activity - see example in jpeg attached to email)
(2.  Enter core description)
(3.  Enter sentence commencing “An event/activity for ….” e.g. alumni, professional partners – give an idea of the audience you’d like to attract/who does your event/activity suit?)
(4.  If you wish, add a sentence later - “For more information see URL” to provide more extensive information on a website within your org unit).


Ticket/RSVP – insert tick in relevant box; note that you can require RSVP/ticket without making a charge for the ticket.  
	None
	
	RSVP Only by (give date or TBA)
	

	Ticket Required but no RSVP (likely to be only where tickets sold at door)
	
	Ticket Required: RSVP by (give date or TBA)
	


Cost – Either “Free” or “TBA” or give ticket price.  If there is a cost, also indicate whether payable prior to or at the event.
	


Name of contact for event – For purpose of contact from UQ Centenary Secretariat – will not be published on website
	


Telephone
Mobile
	
	


Email
	


Parking - We will insert parking information relevant to your venue where possible.  If your venue is not a UQ site, please provide what information you can
	


Public transport – Please provide transport information relevant to your venue if not a UQ site, if this is possible.  For UQ sites we will use http://www.uq.edu.au/about/transport
	


The “Register your interest now” link at the bottom of the example page will send names and email addresses and any questions about the event/activity to the UQ Centenary Secretariat, to pass on to the contact you have named above.
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