CREW Dallas & CREW in the Community
Event Process Summary

Links to all documents are available on our website. 
Operations/Governance CREW Dallas

Event Registrations
1. The committee determines details 
2. Complete the Network form to get the event live on our website calendar, preferably 45 days prior to the event. 
a. You can submit a network form as a save-the-date with limited details and add more as they become available.

Event Marketing
1. Complete the CREW Dallas Marketing Request form. This form is used to ask our CREW Dallas local marketing committee to create and share social posts or create other marketing collateral pieces you may need for your event. 

Event Contract
1. Review and ensure the contract includes certain language. This is to protect our leaders and organizations. 
c. Once the contract is ready for our attorney to review, please send it to our Chapter Director. I will get it reviewed and send it back to you. This review process can take several days. 
d. Once the contract is signed, if a deposit is required, it can be paid. If there are no CC fees, I will pay by CC. If there are fees, get an invoice from the vendor and submit it through the system to avoid fees.  

Event Payments
1. If you need to pay a vendor, request that the vendor be set up in the Tipali system
a. Send an email to CREW AP Support – apsupport@crewnetwork.org,
i.  Copy Melissa Gombert – melissag@savillecpa.com, Dabney Jungerman- djungerman@crew-dallas.org, the Committee Chair and Committee Director
b. Include the following in the email: 
i. Vendor Name
ii. Vendor Contact Name if vendor is not an individual 
iii. Vendor email
i. Specify whether related to CREW Dallas or CIC.  The vendor will receive an email asking them to register. 
e. When you submit a payment request, the vendor is paid the following Friday. 
