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Programming Proposal


Part 1: General Information
Please fill out the following
	Artist/Performer/Organization Name:

	     

	Date Organization Was  Established:
	     

	Address:
	     

	City, State, Zip:

	     

	Phone:

	     

	Fax:

	     

	Website:

	     

	Alternate Website:

	     

	Main Contact

(all correspondence will be sent to this person):
	     

	Contact Title:

	     

	Contact e-mail:

	     

	Contact phone:

	     

	Brief description of program(in less than 20 words): 
	     

	Preferred Date(s) of program:
	     

	Preferred Time(s) of program:

	     

	Anticipated Audience Size: 

	     

	How do you plan on promoting your event?

	     

	If by postal mail, how big is your mailing list?

	     

	If by email, how big is your email list?

	     

	If by facebook, how many friends do you have?

	     

	 Your page:   

	www.facebook.com/     

	Proposed Location:

	 FORMCHECKBOX 
 Community Room  

 FORMCHECKBOX 
 Children’s Theatre

 FORMCHECKBOX 
 Exhibition Spaces

 FORMCHECKBOX 
 WeHo Room 
	 FORMCHECKBOX 
 Other                   

 FORMCHECKBOX 
 Council Chambers** 
**Use is subject to Council approval
	
	Which discipline or category best describes your program?
	 FORMCHECKBOX 
 Arts Education  

 FORMCHECKBOX 
 Dance

 FORMCHECKBOX 
 Literature/Poetry

 FORMCHECKBOX 
 Music                 

	 FORMCHECKBOX 
 Theatre  

 FORMCHECKBOX 
 Visual Art

 FORMCHECKBOX 
 Video/Film

 FORMCHECKBOX 
 Other                      


	Are you requesting funding from the City or the Library to present the program? (Yes/No)

	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 If Yes, amount requested: $      

	Will there be a fee or ticket cost for people attending? (Yes/No)

	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 If Yes, cost will be: $      


	


Part 2: Budget Worksheet (Project Specific Expenses only)
Please complete this form only if you are requesting funding from the Library or the City. 
	
	Amount
	Budget Notes

	I.  EXPENSES
	
	

	A.  Honoraria/Salary
	
	

	Artists & Performers (please list)
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	Other (please list) 
	     
	     

	
	     
	     

	
	     
	     

	      Subtotal A.
	     
	     

	B.  Operating Expenses
	
	

	Advertising, PR, and Marketing
	     
	     

	-Printing
	     
	     

	-Postage/Mailing
	     
	     

	-Other (please describe)
	     
	     

	Catering/Food
	     
	     

	Equipment Rental
	     
	     

	Exhibition Costs
	     
	     

	Insurance
	     
	     

	Supplies (please list)
	     
	     

	
	     
	     

	
	     
	     

	Other (please list)
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	      Subtotal B.
	     
	     

	GRAND TOTAL EXPENSES (A +B)
	     
	     


Please list any other budgetary notes you would like the Programming Committee to be aware of here:

     
Part 3: Project Information
Please address the following questions in no more than two single-sided 8½ x 11” pages with 1” margins.  Number each page and indicate the Applicant’s name in the upper right of each page.  Applications must be typewritten, single-spaced in Arial font no smaller than 11pt.  Use the following headings and letters to organize your response:

A. Description: Provide a brief history of the applicant or organization and a description of what the artist/organization does (mission and primary programs).

B. Details of the Program:  Describe the program in detail. Who is the proposed or target audience?  How many people will be served by this program?  Where will the activity take place?  What is the time frame for starting and completing the project or program? 

C. Relationship with West Hollywood: Describe the organization’s relationship to West Hollywood and/or its communities.
D. Artistic Documentation: Samples should be recent, of high quality, and as relevant to the project as possible. We suggest online links to image galleries, music samples, and digital versions of previous programs and event invites. If there is a book involved in your proposal then please submit one hard copy of your book along with any associated reviews of the book that have been written.
Please complete this application (electronic submission is the preffered method) and submit to 

mche@weho.org with the Subject Title ‘Library Programming Proposal’. Alternately, you may deliver proposals to:
Economic Development and Cultural Affairs Coordinator
City of West Hollywood

8300 Santa Monica Boulevard

West Hollywood, CA 90069
Atn: Library Programming Proposal
REMINDER – Submissions for programs are accepted quarterly according to the following schedule.
Program Submission Deadline

March 15

June 15

September 15

December 15

For Programs Which Take Place

June, July, August

September, October, November

December, January, February

March, April, May

