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Industry Night Fast Track Funding Process

STEP 1: SUBMIT A FUNDING APPLICATION
Fill out the online Fast Track Funding Application by Wednesday, September 30", 2026 at 11:59
to apsc.pd@ubc.ca

APSC PD strongly encourages student groups to avoid planning Industry Nights during the
following periods:

September 8 - October 15
January 15 - February 15
During these periods there are several industry and events taking place on campus. Holding

events outside of these periods will give student groups the best chance of maximizing employer
interest and attendance.

Event Name
Date & Time
Student Group Name(s)

STEP 2: MEET WITH APSC and SUBMIT EVENT BUDGET

Groups must meet with APSC PD at least 8 weeks prior to event date and Detailed Budget
apsc.pd@ubc.ca
|

A detailed budget must be submitted to APSC PD minimum 8 weeks prior to your event to
guarantee funding. Anything listed as expenses in the budget at the time of approval are eligible
for reimbursement. It is expected that PAF funds are used as economically as possible; all
purchases must follow the overall APSC Financial Guidelines.

At the time of the meeting, students will also review the below critical path:

Time Frame Milestones Status
Check-In Meeting with APSC PD (Mandatory)

Create and update Sponsorship Packageand email Development
Coordinator to review (Optional)

Fill out ASPC Development & Alumni Communications Request
Form (Optional)

8 Weeks Prior to | create speaker invitations for employers/alumni
Event

Send out a save the date to special guests
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Confirm event RSVP format & timeline

Get in touch with Campus & Community Planning regarding safety
procedures, inquire about booking location

Create promotional blurb for event and determine communication
channels

Send invitation to special guests (Deans, Co-op Coordinators,
Professors, etc.)

Submit e-nEUS & department newsletter submissions

Recruit and create task list for volunteers

4 — 5 Weeks
Prior to Event

Start promoting the event

Finalize agenda and create materials (e.g. slide deck; materials for
activities)

1-2 Weeks
Prior to Event

Assign tasks to volunteers

Write welcoming remarks, speaking notes for host, etc.

Close RSVP form 1 week before event

Send reminder email 1 week before event

Send reminder email 1 day before event

Date of event

INDUSTRY NIGHT!!

Post-Event

Submit items for reimbursement (Mandatory)

STEP 3: REIMBURSEMENT
Submit within 2 weeks of your event to apsc.pd@ubc.ca

Attendee Type

# of Registrants # Attended

Students

Employers

The following items are mandatory for reimbursement and must be submitted to APSC PD within 2

weeks of your event:
1. Receipts and detailed breakdown of expenses

ukhown

Completed Expense Reimbursement Form
Photos from events

Final registration lists

List of alumni attended
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