
EVENT PROPOSAL
USC CLUBS

How to submit an event proposal on Western Link



USC CLUBS SUPPORT
The Student Organizations Staff is a department of the
University Students’ Council (USC) that reviews the on-
going activities of the USC ratified clubs to ensure that
events happening on- and off-campus are fun and safe.

The SOS team is available to answer questions or provide
guidance about running successful events and trips.

4000+ event proposals

USC Clubs operate from September to April. There are 800+
core executive members, plus the thousands of students
who join USC Clubs. Each USC club has impacted the
experience of a Western student in more ways than one.

200+ clubs

Shari Bumpus
Student Community

Manager

Anna Pavičić
Student Organizations

Advisor

Karen Savino
Student Organizations

Coordinator



WHAT IS AN EVENT PROPOSAL?
EVENT PROPOSALS ARE FOR
TRACKING ALL CLUB ACTIVITES
FOR THE YEAR
Every activity that your club has must be
tracked. This will determine how active
your club is and provide a history for
future executives when planning events
for your club.



TYPES OF EVENT PROPOSALS

EVENTS & SOCIALS
This includes events on-campus,

private residence, bar nights,
venue halls, and events in London.
Meetings, table space, and AGMs

would be included.

MERCH & WEB TOOLS
This includes trips outside of

London, including Canada and the
United States.

TRIPS
This includes general and

executive merchandise, design
subscriptions (e.g. Canva), website
fees, and club banners and display

materials.



SUBMISSION
DEADLINES

SMALL EVENTS

TRIPS IN CANADA

3 business days

15 business days

Meetings, tables, and simple
events. Online purchases
including merchandise and
subscriptions.

Club trips that are outside
London and require
additional review
processes. Trips exclusive
to paid club members. 

LARGE EVENTS

TRIPS TO USA

10 business days

20 business days

Events with security,
performers, contracts,
venue rentals, bar
events and ticket sales.
Minimum 10 business
days but the sooner the
better.

Club trips that are destined
to the United States and
require additional review
processes. Trips exclusive
to paid club members. 

All clubs must submit an event proposal before the date of the event
through Western Link, including general meetings, table reservations,
executive meetings, and online purchases (eg. merchandise and websites).

5 business days
Events with advertising
and display materials.



WHO CAN SUBMIT

CLUB PRESIDENT VP EVENTS VP FINANCE
SIGNING OFFICER SIGNING OFFICER SIGNING OFFICER



BASIC DETAILS
event title, time and place, type of event,
co-hosts, RSVP, attendance

EVENT DETAILS
finances, food, alcohol, entertainment,
fundraising, sponsorship, merchandise

LOCATION 
off-campus, on-campus, trips, online,
venue

LOGISTICS
transportation, contracts, alcohol policy

WHAT EVENT PROPOSALS COVER



LOGIN

WESTERNLINK.CA Use your uwo.ca login
details to sign-in



CLUB 
PAGE

WESTERNLINK.CA
Search for your club

and click to get to your
club page. 

Click on club logo.



step-by-stepCREATE AN EVENT

REQUIRED INFORMATION
Event Title
Theme
Description

You can also add co-hosts
that are collaborating on this
event.



step-by-stepCREATE AN EVENT - time and place
REQUIRED INFORMATION

Start Date and Start Time
End Date and End Time
Location
Event Visibility

For ongoing meetings, you
can include multiple dates.

Event visibility means you
can have it only to your club
members or to the public.
Public visibility means that it
will show up on Western
Link’s main page.



step-by-stepCREATE AN EVENT - RSVP
REQUIRED INFORMATION

Who can RSVP

This can be selected as
Anyone, Only Invitees, or No
One.



step-by-stepADDITIONAL INFORMATION - event type
REQUIRED INFORMATION

Please choose what type of event will
you be holding

This information will also be helpful in determining
how much time is needed to plan the event and the
steps completed to approve the event.



step-by-step

ADDITIONAL INFORMATION - attendance
REQUIRED INFORMATION

Attendance
Location
Open to members and non-
members

This will tie into the event budget as some
ticketed prices will be different for members
and non-members.

Trips outside of London are exclusive to paid
club members only.



step-by-step

ADDITIONAL INFORMATION - finances
REQUIRED INFORMATION

Revenue and Expenses 
Event Budget

Any event that has any financial component,
select “Yes” and upload the event budget
that is related to this event. An event budget
must be submitted at the time of the event
proposal.

If you select “No” and wish to receive a
reimbursement, payment may be delayed.



step-by-step

ADDITIONAL INFORMATION - fundraiser
REQUIRED INFORMATION

Who are the funds being raised for
Organization Name

If your event is a fundraiser and you
selected “Yes” to the question, “Will you be
raising funds for this event?” please provide
the additional information requested.

Details on how much will be raised is also
required.



step-by-step

ADDITIONAL INFORMATION - food
REQUIRED INFORMATION

Food at the event

Food safety is important and will be
reviewed and approved prior to purchase. 

Please note that bake sales are not
permitted.

Food is not allowed in Western’s classrooms.



step-by-step

ADDITIONAL INFORMATION - wet/dry
REQUIRED INFORMATION

Alcohol at the event

Extra steps may be required for review
including venue location, drink tickets, and
wristband sales.



step-by-step

ADDITIONAL INFORMATION - contracts
REQUIRED INFORMATION

Entertainment
Sponsorships
Venue
Hotel
Any 3rd party contract

Students are not permitted to sign any
contract. All agreements and contracts
must be signed by USC management.



step-by-step

ADDITIONAL INFORMATION - merch
REQUIRED INFORMATION

Description of merchandise
Name of Manufacturer/Vendor
Quantity and price per unit

Please upload any graphics or design for
review. Be aware of any copyright or
trademarks with your design.



step-by-step

ADDITIONAL INFORMATION - transport
REQUIRED INFORMATION

Type of transportation

If your club rents a public carrier for
private use, only paid club members are
able to board the bus. 



EVENT PREVIEW
Event preview gives

you a chance to make
changes. 

This is how it will
appear on Western

Link to your club
members.



EVENT PROPOSAL PENDING
Your event proposal will

be reviewed by one of the
SOS staff and follow-up

may be required.

You can add another
signing officer as a

reviewer of your event
proposal for

communication with your
team.



EVENT APPROVAL
Don’t forget to scroll

down at the bottom of the
event proposal for

additional information that
may be required.

You can attached updated
budgets, comments, or

other information that the
SOS may require.



MORE 
INFO

OFFICE HOURS

USC CLUBS SUPPORT
Room 320 UCC
Monday to Friday, 8:30 am to 6:00 pm
clubs@westernusc.ca

ONLINE RESOURCES

westernlink.ca
westernusc.ca/clubs

IG: @clubsusc


