CNH | KEY CLUB
How to fill out an ERF

An Event Request Form (ERF) is used to help organize an event and
ensure that all designated adults are aware of the event that is to
be taken place. It’s also used by the club or individual to ask for
permission to hold said event. It gives the adults a brief overview of
who’s attending, time, place, purpose of event and who is the one
holding the event.

Frequently Asked Questions:
When does the District
Administrator need to sign?

The District Administrator must sign the ERF for any
events that include sleeping over at the event.

How many weeks in advance
do you need to fill it out?

The ERF must be signed and submitted at least 3
weeks prior to the event.

What events need an ERF?

Any event that includes more than one club or
division needs an ERF.

Where can I find the ERF
form?

They can be found on the CyberKey
(cnhkeyclub.org) under Resources > Manual,
Forms & Guides.

How can I get the necessary
signatures from the adults?

Both printing it out and having them sign it or
emailing them for an e-signature is acceptable.
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Step 1 --- Fill out your school name
and which organization you belong
to.
Step 2 --- Fill out the EVENT name or
what it is called.
 Fill out the DATE or when the
event will be happening (start
and end time).
 Fill out where this event will be
located (address and name of
venue)
 Describe the event; what will
you be doing, how much will
you be spending, what will the
money be going to, etc.?
 Who is invited to this event?
(certain club, division,
organization, etc.)

Step 3 -- Fill out the requestor’s
information (aka YOU),
include your email, phone
number and address (not of
the event’s).
 Fill out the information of
Supervising Advisor (someone
who’s there the whole time,
could be Faulty advisor,
Kiwanis advisor, etc.
Step 4 --- Signature requirements vary depending on event (can be printed out and signed or esignature):
Club Event: Only the faculty advisor and the Kiwanis/ sponsor advisor’s signature of the host club
would be needed.
Division Event: The faculty advisor, Kiwanis/ sponsor advisor, and region advisor of the host club
would be needed. The clubs that are attending must have their Kiwanis/sponsor and faculty
advisor’s signature in order to attend.
Region Event: The host club of this event should send out information to the division LTG. The
division LTG would ensure that all clubs that are attending, fills out an ERF. It is the host club’s
responsibility to collect the ERF. Any required paperwork would have to be filled out.
Overnight Event: The ERF must be sent to the District Administrator for approval for any event
that includes sleeping overnight.

