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University Festival Period Group Events 

◇Event Date◇ 

November ２４（Sun） １１：００～１７：３０ 

◇1st Recruitment◇ 

July １５（Mon）１４：００～ 

August １２（Mon）２３：５９ 

◇２nd Recruitment◇ 

August １３（Tue）０：００～ 

October 2（Mon）２３：５９ 

◇Application◇ 

Group Event Official LINE 
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c 

About Group Projects 
 
・What is Group Project？ 
These projects should also help participants 
gain new insights from the preparation 
process and visitors' feedback, which can be 
beneficial for future activities.  
Additionally, let’s aim to create projects that 
visitors can enjoy and become interested in 
your activities! 
 
 
Group projects should yield beneficial 
outcomes for your future activities. We look 
forward to your participation!  

 
 
Everything written in this booklet is 

important for conducting group projects. 
 

 
Please make sure not to skip any sections 

while reading.  
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Group Project Recruitment Overview 
 
〇To begin… 

In this booklet, you can only apply for group projects to be 

held at the 2024 Kinugasa Festival on [Sunday, November 24]. 
 

※Please note that this project is different from stage projects 

conducted at the Central Plaza or the West Plaza stage. For 
details about stage projects, please check the Student Union 

website regularly. Additionally, this project is different from 

mock shop projects that sell food and drink, and from festival 
and flea market projects that sell or provide goods and 

services other than food and drink. 

 
※This booklet differs from the content of other campuses, so 

please refer to the respective booklets when applying at other 

campuses. 
 

【University Festival Schedule・Possible Project Time】 

November 24 (Sunday) 11:00 AM - 5:30 PM 
 

【Groups Eligible to Conduct Projects at the University 

Festival】 
All groups primarily composed of undergraduate students from 

Ritsumeikan University.  

Examples: Student Union groups, seminars, and laboratories.  
※ Excludes volunteer groups and groups that have not 

submitted the Student Union continuation form. 

 
 

The following 2 conditions are required: 
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• The project leader, deputy project leader, and accountant 
must be Ritsumeikan University undergraduate students. 

• The majority of the group members must be Ritsumeikan 

University undergraduate students. 
 

 

【Projects That Cannot Be Conducted】 

・Projects that may damage university facilities or equipment. 

・Projects that may pose a danger to the human body, etc. 

・Projects that include discriminatory acts or expressions. 
・Projects that include expressions or actions contrary to 

public order and morals. 

・Projects for profit. 
・Projects with excessive religious or political claims. 

・Projects not aligned with the group's activities. 

・Projects that produce loud noise outdoors (due to 
relationships with nearby residents). 

・Other projects deemed inappropriate by the University 

Festival Executive Committee and Special Projects 
Department. 
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About Application 
 
This year’s application will be done through Group Event 

Official LINE 

※The Student Office does not handle reception or inquiries 
regarding group projects. For inquiries, please contact us via 

the official LINE or the Special Event Team（☏075-465-

7891）. 
 

【Application Period】 

１st Recruitment: July １５（Mon）１４：００～ 
August １２（Mon）２３：５９ 

 

２nd Recruitment： August １３（Tue）０：００～ 
October 2（Mon）２３：５９ 

 

 
【Application】 

Applications are accepted via the official LINE for Kinugasa 

Group Event. 
 

 

 
 

 

 
 

 

 
Please add this QR code and send the documents. 

※If you are unable to send files via the official LINE, please 

send them by email (mail address：info@r－
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circle.net). Additionally, if you send them by email, be 
sure to notify the official LINE that you have submitted them 

by email to ensure they are checked within the period. 

 
※ If you wish to conduct projects at OIC/BKC, please apply 

according to the respective campus recruitment booklets as 

application procedures differ. 

 ※ Please also attend the hearings and guidance sessions at 

the campus where you applied for the project. 

 
〇Important Notes 

Facilities and equipment will be prioritized for groups that 

applied during the first round of recruitment.  
※ For groups wishing to use event venues (halls, cafeteria, 

East Plaza), please apply during the first round,as these venues 

are in high demand. 
 

・Applications will not be accepted outside the specified 

periods. 
 ※ If you are unable to submit within the period due to 

unavoidable circumstances, please contact the official LINE for 

Kinugasa Group Events before the application period ends. 
 

Please ensure there are no mistakes in the submission 
documents before submitting them. 
 

Process Until Project Implementation 
 

① Creation of Proposal Documents 
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Refer to the "List of Submission Documents" (p. 54) to create 

the documents that need to be submitted to the Special Event 

Department. Be sure to carefully review this booklet to ensure 

there are no errors in your proposal. The proposal documents 

can be found on the Student Union HP 

(https://www.ritsumei.club/) 

 
② Reception 
Applications will be accepted in 2 stages: 1st  

application and 2nd application. 
Submit the documents by registering the official Kinukasa 

group event LINE, written on the p. 6. 

 
 【Application Period】 

・１st Recruitment  

July １５（Mon）１４：００～ 
August １２（Mon）２３：５９ 

 

・２nd Recruitment 
   August １３（Tue）０：００～ 

October 2（Mon）２３：５９ 

 
 

 〇For the following data, please submit it via official LINE for 

Kinugasa Group Event at the time of application. It will be 
included in the 2024 Ritsumeikan University festival general 

pamphlet. 
・Group name 
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・Theme/Title of the events (within 10 words) 

・Description of the plan (around 50 words) 

・Time of the plan 

・Photo 

 
 

③Hearing with Special Event Team 
※There will be 2 hearing for each group. 

1st hearing will be face to face.  

2nd hearing will be via Zoom. 

※During the hearing, the group and the Special Event 
Team will consider the plan content, plan location, 

equipment to be used, budget, etc. 

※The project leader and the leader of an accountant are the 
one to attend the hearing. If difficult, proxy person can be in 

charge. However, in this situation, please inform us 24 hours 

before the hearing. 
In addition, questions about the plan content and budget will be 

asked during the hearing. Please understand about the plan 

content and budget before attending the hearing. 
 

 

【Hearing Schedule】 

 ・In principle １１：００～１８：００ 

 1st application   

Period１ August 21（Wed）～24（Sat） 
  Period 2  August 29（Thu）～October 1（Sun） 

Extra     August 25（Sun）、October 2（Mon） 

  
2nd application     

Period１ October 7（Sat）～9（Mon） 

  Period 2  October15（Sat）～October17（Tue） 
Extra     October 10（Tue）、18（Wed） 
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※The schedule for the hearing will be determined based on 

the preferred dates which you provide in the submitted 
documents. 

※The date and method of the hearing may vary by campus. 

If you apply for a project at multiple campuses, please be 

sure to confirm with the project coordinators at each 

campus. 

 
【Hearing Method】 

〈1st hearing〉 

Please arrive at the Open Factory on the second floor of the 
Student Center before the start time of the hearing. 

※The location may change. If there are any changes, we 

will notify you via the official Kinugasa Group Project 
LINE account. The hearing will not take place off-campus. 

 

 
 〈2nd hearing〉 

1. By the day before the hearing, we will send the Zoom ID 

and password via email to three individuals: the project 

leader, deputy leader, and accountant. 

２．If you are unable to join the Zoom meeting at the start 

time or encounter any issues, please contact the official 

Kinugasa Group Project LINE account. 
 

③ Approval of Plans 
 The plan will be approved by the organizing committee. 
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※Even after the second hearing, the purchase of goods and 
promotion of the plan cannot take place until the plan is 

approved by the festival organizing committee. 

 ※Please note that changes or cancellations to the plan will 
not be permitted after approval. 

 

 

④ Announcement of Facilities and Equipment 
An announcement will be made regarding the facilities and 

equipment available for use in the plan. 
 

 

⑤ Guidance 
The guidance session will provide detailed explanations  

about the plan, precautions, and budget. This guidance is  

crucial and will be held face to face just before the festival.  
After the attendance of this session, purchasing goods or  

promoting the plan will be allowed. 

 
【Guidance Dates】 

 

October 17 (Thur) １８：００～２０：００ 
October 18 (Fri) １８：００～２０：００ 

*Please attend on one of these days. 

 
【Place】 

To be announced during the hearing. 

※If you cannot attend the guidance, individual arrangements 
will be made later at the Student Center B207. 

 

【Attendees】 
2 representatives: project leader, accountant 
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※If you cannot attend, you may appoint a proxy person for 
each responsible person. Please ensure to inform us in this 

case. 

 
⑥  Implementation of the Plan 
 On the day of the festival, please carry out your plan. Let's 

work hard to ensure many visitors enjoy it! 

※Please do not violate any rule during the preparation period 

or while implementing the plan. If any actions are 

determined to be violations, the Special Event Team and 
the festival organizing committee will take action based on 

the “Points Deduction System”（There have been 

organizations removed from the student council for their 
violations.） 

 

【Points Deduction System】  
• Each organization starts with 5 points. 

  ・If points reach 0, the plan will be suspended. 

 
【1 Point Deduction】  

• If food or drink (excluding capped beverages) is 

consumed at the project site or in the waiting 
room. 

• If equipment is left unattended at the project 

site during preparation or execution. 

• If you are distributing flyers or parading without 

holding an approval certificate. 

• If more than 3 people from one organization are 

parading or distributing flyers. 
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• If actions are deemed extremely inappropriate by 

the Special Event Team and the festival organizing 

committee. 

 
 

【 3 Points Deduction】 

•  If the project differs from the content confirmed 

in the project proposal or hearing. 

• If parading or distributing flyers without prior 

application. 

• If distributing flyers that differ from those 

submitted by the organization. 

• If engaging in disruptive behaviors that could 

lead to property damage. 

• If actions interfere other organizations or 

attendees. 

• If deemed extremely inappropriate by the Special 

Event Team and the festival organizing committee. 

 

 
【 5 Points Deduction】  

• If engaging in violence or actions causing 

significant harm to other organizations or the 
public. 

• If damaging university property or facilities. 
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• If an organization generates income using tickets 

not designated by the Special Event Team without 

prior application. 

• If deemed extremely inappropriate by the Special 

Event Team and the festival organizing committee. 

 

【Regarding Parades and Flyer Distribution】 

During the event, only individuals wearing a parade 

permit around their necks are allowed to participate, 

with a maximum of 2 persons per organization. 

Additionally, only flyers that have been approved 
beforehand by the Special Event Team can be distributed. 

 
※For outdoor activities involving sound, please ensure that 

the noise level near the sound source does not exceed 80 

dB. Special Event Team members will be measuring the 
sound levels near the event location. If the limit is 

exceeded, they will notify you. We appreciate your 

cooperation in ensuring a smooth operation of the festival. 
 

⑦ Submission of Summary ・ Financial Report 
After the event concludes, you are required to submit a 
financial report. This report should be submitted to the Finance 

Department of Central Administrative Office. Detailed 

instructions will be provided during the guidance session. 
Organizations seeking financial assistance must attend the 

financial report guidance session, which is separate from the 

organization planning guidance. More details will be explained 
during the hearing session. 
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 About Submission Documents 

 
① Proposal Document 

What is a proposal document? 

It is a means for each organization to communicate their 
intended projects and plans to the Special Event Team. Please 

write a detailed proposal that can be understood by anyone 

who reads it. 
 

〇Explanation of Each Item 
【Proposal Document】 
◇ Project Name 

This is the name of your project. Please choose a name that 

aligns with the project's content. 
Note: The Special Event Team may also use this name for 

promotional purposes, so please refrain from submitting a 

tentative name or requesting changes after submission. 
 

◇Organization Name 

Please enter the official name of your organization. 
 ※Pay special attention to whether "Ritsumeikan University" 

is included or not to avoid errors. 

 
◇Organization Category 

Please mark the category to which your organization belongs 

with an "X". 
 ※There have frequently been errors in responses in previous 

years. Please double-check before completing this section. 

 
◇Each Responsible Person 
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Each responsible individual must be a student of Ritsumeikan 
University. Communications will be prioritized to the 

responsible individuals. 

※Please ensure that the project leader and the financial 
officer are different individuals. 

※If you apply for a project in simultaneous events like the 

Kinugasa Festival's food booth, fair event, flea market, 

central stage, and west side stage, ensure that each 

responsible person and their respective project leader are 

different individuals. 
※Each responsible individual should be someone involved in 

operations on the Kinugasa campus on the day of the event. 

 
◇Project Intent 

 Reflect on your usual activities and explain why you want to 

conduct this project while relating it to those activities. 
◇Target Attendance 

Please specify how many attendees you aim for this project. It 

can be sampled from previous school festival attendance as a 
reference 

 

◇Organization Introduction 
 Provide an introduction to your organization in about 40 to 50 

words. 

 
◇Specific Content 

 Details of the specific nature of the project you plan to 

execute. Additionally, mark the applicable project formats 
with an "X". 

 ※Please be aware that content not addressed in this section 

or not confirmed during hearing cannot be executed on the 
event day, so avoid vague entries. 
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◇Layout 

Create a layout including the arrangement of 
equipment, audience seating, displays, etc. 

 

◇ Preparation Schedule Until the Event & Timetable for the 

Event Day 

Outline a general preparation schedule leading up to event 
day, and details of the flow of the entire event day from 

setup to cleanup. The project will take place from 11:00 to 

17:30. 
 

◇Income from the Project 

If you consider generating income through the project, please 
read section P.39 "Projects with Revenue" thoroughly and 

provide the methods and amounts (items, quantities, unit 

costs). 
 

◇Public Relations Methods 

Indicate the methods and content of promotions for the day 
before event and on the event day. 

It is also possible to walk around and promote your project on 

the day of the festival. Please specify whether you plan to do 
this or not. 

※Any promotions and methods are limited to the information 

which was provided during submissions and hearing. Therefore, 
organizations considering some form of promotion should 

provide details in this section. 

 
◇Others 
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If there are any considerations, concerns, or information you 
would like the Special Event Team or the Festival Executive 

Committee to know, please enter that here. 

 
◇Corporate Sponsorship 

Please mark with an "X" to indicate there is corporate 

sponsorship or not. 

 

◇Donations 

Please mark with an "X" to confirm you will be accepting 
donations or not. 

 

【Desired Hearing Dates】 
 Please submit your preferred hearing dates. Provide your first 

to third choices for both the first and second opportunity. We 

will notify you via email once the schedule is confirmed. 
※The hearing dates differ between the first and second call, 

so verify the dates before submission. 

※In principles, we will schedule based on the dates you 
proposed, but if there are overlapping requests, we will 

decide on a first-come, first-served basis. 

 
【Pledge Form】 

Please read carefully and fill in the required information. 

 
【Facility Use Request】 

Be sure to list up to three preferred locations for your event. 

If you wish to request a specific classroom, please specify the 
exact name (e.g., Zoshinkan Hall 301).  

The reasons for your preferences and the expected number 

of capacity will be used to consider facility arrangements. 
Details on where events can be held are provided on P.20 
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under "Facilities." If you need a waiting room, please also 
provide details about its intended use. 

 

 
【Equipment Use Request】 

List all equipment you would like to use for preparation or on 

the day of your event. Please estimate only the minimum 

necessary items, as there is a limited quantity of equipment 

available. You can check the equipment numbers on the Rental 

Equipment List (P.29) or the Equipment Photo Collection 
(attached PDF) at the student office. When selecting items, 

please refer to the details in the Equipment Photo Collection. 

 As hand cart and cart usage requires time adjustments, 
please also indicate the desired usage time. 

 

【Power Usage Request】 
If you need to use power for equipment other than what is 

provided in the classrooms, please fill in the necessary details, 

including power consumption. 
 

【Vehicle Entry Request Form】 

If applicable, please check the relevant boxes for vehicle entry. 
Vehicle entry is only permitted during the loading and unloading 

of items. 

※Only one vehicle per organization. 
 

【Vehicle Entry Application Form】 

If you wish to enter a vehicle, please complete all required 
information, including the type of vehicle and license plate 

number. 

※Only one vehicle per organization. 
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【Corporate Sponsorship Application Documents】 
If you are seeking corporate sponsorship for financial 

assistance, please fill out the "Corporate Sponsorship 

Application Form" and the "Corporate Sponsorship Pledge 
Form." Additionally, please submit samples of any promotional 

items and media by the second hearing. For more details, see 

P.46 on "Corporate Sponsorship" and P.47 on "Corporate 

Sponsorship Guidelines." 

 

【Corporate Sponsorship Pledge Form】 
Please read carefully and fill in the required information. 

 
 

② List of Event Executives 
Please list the names of everyone involved in the planning. 

 
③ Budget Estimation Worksheet 

Use the examples in the Excel file as a reference, and refer to 

P.31 titled "Budget and Financial Settlement" to fill in the 
necessary information. 

 
④ 2024 Ritsumeikan University Festival 

Comprehensive Pamphlet 
Please summarize the content for inclusion in the 

comprehensive pamphlet: 
・Group name 

・Theme/Title of the events (within 10 words) 

・Description of the plan (around 50 words) 

・Time of the plan 

・Photo 

This information is required for submission. 
 
About the Facility 
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<Indoor> 
⑤ Student Center 

 (Except Yunge・Open Factory・Meeting Room・ 

 Practicing room・Conference Room・BOX) 
⑥ Jukokan Hall(only JK００１) 

⑦  Shigakukan Hall (only ３rd・４th floor） 

⑧  Koshinkan Hall 

⑨ Igakukan Hall 

⑩ Ryouyukan Hall(except cafeteria) 

⑪ Zonshinkan Hall(except Rokomo）  
⑫ Seishinkan Hall 

 

＜Outdoor＞  
⑧  East Side Square (Wooden Stage and Surroundings) 

  

⑨  In Front of the Igaku Hall 
 

⑪ ROSSO Outdoor Stairs (Koshinkan Hall Side) 

※Please note that events cannot be held inside ROSSO. 
 

 

※Due to scheduling conflicts with Special Event Team and 
other programs, the location of the event may change. 
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〇Layout 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

○About Facility Lottery 
In principle, the Special Event Team will coordinate facility use. 

However, if there are many groups wishing to use a particular 

venue and coordination becomes difficult, a lottery may be 
held. The Special Event Team will conduct the lottery fairly and 

responsibly, and the results will be communicated to the 

project leaders of each group via the official Kinugasa Group 
Project LINE later. The lottery method will be a drawing. 

○Facility Coordination During Festival Period 

Facility use during the festival period will be coordinated only 
on the days before and on the festival day: November 23 (Sat) 

and November 24 (Sun). 

No coordination will be conducted for preparatory activities at 
the venue before November 23 or for clean-up activities after 



23 

 

November 24. Groups must handle their own arrangements for 
these times. 

 

○Facility Usage Hours 
The general usage hours for facilities are from 9:00 AM to 8:30 

PM. 

 

※The above times are only guidelines, and actual usage hours 

may vary depending on the location. Please understand this in 

advance. 
※Clean-up must be completed by 8:30 PM. 

※Please strictly adhere to the start time for usage. 

※Groups wishing to use the facility before 9:00 AM must apply 
to the Special Projects Division. 

 

 

○About Waiting Rooms 

• If you wish to use a waiting room on the day before or the 

day of the festival, please provide the reason for use and 
the number of people in the "Facility Usage Section" of 

the submitted documents. The Special Projects Division 

will coordinate based on the project location. Groups with 
their own activity space are encouraged to use it if 

possible. 

※Even if the waiting room is your group's activity space, 
please make sure to fill it out in the "Facility Usage 

Section." 

※Please note that management of valuables will be the 
responsibility of each individual. 

 

○Prohibited Activities Regarding Facilities 

If any of the following prohibited activities are conducted, 
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the project will be immediately canceled, and the festival 
executive committee and university will impose severe 

penalties. 

・Painting indoors or causing damage or soiling to walls, 
ceilings, or flooding indoors 

• Use of firearms or hazardous materials, and use of 

adhesive tape that leaves marks on walls, glass, doors, or 

ceilings (please use masking tape) 

• Damage, loss, or theft of borrowed or installed equipment, 

unauthorized use of electricity 
• Unauthorized facility use, arbitrary changes to project 

times, facility usage times, or project locations, and 

actions unrelated to the project content 
• If the special business division or the festival executive 

committee deems it inappropriate. 

 
○Important Notes 

• After the announcement of facility coordination results, 

changes to the planned location are not permitted. (There 
may be cases where, due to university events or 

curriculum-related matters, the university or the Special 

Projects Division may request changes to the event 
location or schedule.) 

• When placing heavy items on indoor tables or school-

provided equipment, please use cloth or similar materials 
to avoid damaging the surfaces. 

• The organization conducting the event will be fully 

responsible for any accidents, such as damage to 
property that may occur during the event. The Special 

Projects Division will not accept responsibility, so please 

take appropriate precautions while conducting your event. 
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• After the event concludes, please return all moved tables 
and chairs to their original positions, clean the area, and 

restore the facility to its original condition. 

 
 

○Regarding Equipment Provided in Each Facility 

Each facility used for events is equipped with tables, chairs, 

podiums, and audiovisual equipment (AV tables). You may freely 

use the tables, chairs, and podiums within the facility, but AV 

tables require an application. If you wish to use an AV table, 
please complete the section on "AV table usage" in the 

electrical usage application form. Tables, chairs, and podiums 

provided in the facility must be returned to their original 
arrangement after the event. Be sure to restore the layout to 

its pre-event configuration before completing the event clean-

up. 
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Vehicle Access and Electricity Usage 
 
○Vehicle Access 

If vehicle access to the campus is required on the day before 

or the day of the festival (November 23 (Saturday) to 
November 24 (Sunday)), please fill out the necessary 

information on the "Vehicle Access Request Form" and the 

"Vehicle Access Application Form" and submit them along with 
other documents during the application process. The Special 

Event Team will handle all vehicle access applications. Vehicle 

access is only permitted during the loading and unloading times, 
so please indicate the minimum required time when filling out 

the access request. After loading and unloading, please 

promptly move the vehicle off-campus. 
 

※For vehicle access on days other than the festival, please go 

directly to the Student Office to submit your application. 
※Only one vehicle per organization is allowed. If you wish to 

request access for more than one vehicle, please clearly state 

this on the "Vehicle Access Request Form" and mention it 
during the hearing. 

※Vehicle access for the purpose of transporting goods 

between facilities on campus is not permitted. 
 

 

◯Electricity Usage 
For any project requiring electricity, only equipment brought in 

that requires power (such as video players, smartphones, and 

computers, excluding classroom lighting and monitors) is 
applicable. If you plan to use electricity, please fill out the 

"Electricity Usage Request" form and submit it along with 

other documents during the application process. Please ensure 
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that both borrowed equipment and items owned by your 
organization are listed on the "Electricity Usage Request." 

※Please be aware that electricity usage may not be permitted 

depending on the overall electricity consumption during the 
festival. 

 

 

Equipment Information 
〇Examples of Usable Equipment 

※There are various types and sizes of equipment available. 

Please refer to the examples below for details. Additionally, 
there are other items available for use not listed here. For a 

complete list, please check the Student Equipment Rental List 

(P.29 onwards) and the Equipment Rental Photo Collection. 
  

Rental Equipment Photo Collection PDF Ver24.02貸出備品

写真集 (1).pdf  ← Double-click here. 
 

 

 
 

〇Important Notes 

・Changes to equipment after the announcement of 
adjustments are not permitted. Thank you for your 

understanding. 

・Equipment is limited in quantity. If a single project uses a large 
number of items, it may hinder the implementation of other 

projects. Therefore, please conduct thorough simulations and 

estimate the minimum necessary equipment to include in the 
"Equipment Usage Request." 

・Equipment is used by many organizations. Please borrow and 

return items within the designated time frame. 
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• Equipment commonly used in many projects, such as hand 
carts, carts and PA systems, will require coordination not 

only for the usage date but also for the usage time, so 

please indicate the minimum necessary usage time. Due 
to high demand for carts, we may not be able to 

accommodate all requests. Thank you for your 

understanding. 

• Each organization is responsible for managing the 

equipment properly. In the event of damage or loss, the 

organization that used the equipment will be held 
accountable for compensation. The Special Projects 

Department will not assume any responsibility, so please 

take care. 
• Moving equipment within facilities is not permitted. If you 

need to move items, please apply to the Special Projects 

Department. 
• Please understand that due to the participation of many 

organizations in group projects, there may be limitations 

on the use of all equipment as desired, and the Special 
Event Team may adjust the quantity of equipment. 

Priority will be given to organizations that require 

partitions for essential project needs, such as those using 
them for displaying works rather than for space division. 
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Rental Equipment List 
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Regarding Budget Settlement 
 

〇Introduction 

To conduct a project, please enter the necessary expenses on 

the "2024 University Festival Group Project Budget Estimation 

Worksheet." Regardless of whether financial aid is provided, 

you must submit both the "2024 University Festival Group 

Project Budget Estimation Worksheet" and the "Post-Project 

Accounting" report. Please ensure there are no changes 

regarding budget assistance after the project is approved. 

 

〇Budget Assistance 

If the project is approved, you can receive budget assistance 

from the student union fee after approval. If the same project 

is conducted at another campus, budget assistance requests 

for items used must be submitted at each campus separately. 

Note that this procedure differs from last year. 

 

〇What is the Student Union Membership Fee? 

Student union fees are collected from all students at 

Ritsumeikan University to support extracurricular activities. 

 

〇Amount of Financial Assistance 

Budget assistance will be provided for up to 40% of the 

approved project budget, with a maximum limit of ¥150,000. 

Ex: 1）If the necessary expenses are ¥50,000 
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   ¥50,000 × 40% = ¥20,000 assistance 

Ex: 2）If the necessary expenses are ¥500,000 

  Assistance would be ¥150,000 which is the maximum limit 

 

○Criteria for Budget Assistance 

① Whether the project is appropriate for the university 

festival 

② Whether the pricing is appropriate based on the 

project  

③ Whether it aligns with the “2024 University Festival 

Executable Items List” (p.37) 

④ Whether the budget estimate is appropriate 

These criteria will be checked during the hearing. 

 

○Necessary Expenses 

Expenses will be covered for items listed as eligible for 

disbursement on the "2024 University Festival Executable 

Items List" (P.37). However, expenses not directly related to 

the project or those with vague budgeting will not be covered. 

 

○How to Prepare the Budget and Fill Out the Budget Estimate 

Worksheet 

① Plan the project 
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Clarify the purpose, content, scale, location, and target number 

of attendees for the project.  

② Identify necessary items 

List items to be used in the project, including borrowed items 

from the university, rented items, purchased items, and existing 

items, without overlooking any. 

③ Research the prices of the necessary items 

Obtain multiple estimates and choose the best option 

considering cost balance. Avoid using sites with frequent price 

changes, like Amazon, which often have price fluctuations by 

the time the project is approved. Therefore, unless it is 

absolutely necessary to purchase from such sites, please buy 

from sites like Askul. 

④ Using the “2024 University Festival Executable 

Items List” (p.37) as a reference, categorize the 

items 

⑤ In the Budget Estimate Worksheet, please enter the 

following details. 「item categories」「purchased 

items」「unit price (tax included)」「quantity」「total 

estimated amount」 「URL or photo that shows the 

prices of the items」. As for the unit price of an item, 

please enter the price with tax included 

⑥ Refer to the “2024 University Festival Executable 

Items List” (p.37) and record necessary expenses 

for items that are eligible for expenditure. 

⑦ After filling out all sections, calculate the total 

estimated amount and enter it in the total section. 
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⑧ Submit the worksheet along with the project 

proposal to the Special Event Team. 

⑨ Verify during the hearing. Provide proof of prices 

for items purchased from sources other than the 

co-op.  

 

※Failing to address any of the above steps could jeopardize 

the feasibility of the project, so verify each step carefully. 

 

○Purchasing items 

Items can only be purchased after project approval. If the 

project is approved, the Special Event Team will contact you. 

※No budget assistance will be provided for items purchased 

before project approval for any reason. 

 

○About receipts 

・The receipt should be addressed to 「立命館大学学友会学園

祭実行委員会 (Ritsumeikan University Student Union 

Executive Committee」 

・The receipt must include the date, issuer, and issuer’s stamp. 

・Ensure the receipt includes the name of each item, unit price, 

and quantity. 

・Verify the total amount. 
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※Receipts addressed to the group name are sometimes 

submitted. Please be cautious when requesting to fill them out. 

※If there are issues with the receipts, have the issuing store 

correct them. Do not modify them yourself. 

※Budget assistance cannot be provided for items with no 

receipts or receipts that do not meet the requirements above. 

Please be careful. 

Ex) 

 

○About payment 

・If you receive budget assistance, both the project leader and 

the accountant must attend the accounting guidance 

conducted by the Central Administrative Office Finance 

Department. Details will be provided during the hearing. 

・Missing the guidance without prior notice will generally result 

in the cancellation of budget assistance. 

・Insurance costs required for the project are included in 

necessary expenses. 

Receipt 

To Ritsumeikan University Student Union Executive 

Committee 

2024/MM/DD 

 ¥7600  

Receipt A4 copy paper ¥380×20  

Co-op ㊞ 
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・For items ordered from vendors (e.g., flyers), you need to 

submit vendor estimates during the hearing. 

※Depending on the vendor, vendor estimates may take time, 

potentially missing the project approval date. Such estimates 

will not be recognized as part of the budget or accounting if 

delayed. It is recommended to request estimates from vendors 

early.  

・Missing the accounting guidance conducted by the Central 

Administrative Office Finance Department without notice will 

result in the cancellation of disbursement. Please be aware.  

※For questions about budgets and accounting, contact: 

Student Union Building ２F B２０ Central Administrative Office 

Finance Department 

０７５-４６５-８２５１ info@r-circle.net 

 

List of Executable Items for the 2024  

University Festival by Student Union Membership 

Fee 

 

 

〈２０２４ Student Union Membership Fee Approval Table〉 

Consumables Approved for withdrawal 

Books Approved for withdrawal 

Postage Approved for withdrawal 

Transportation Approved for withdrawal 
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Printing 
Approved for withdrawal (Requires Student Festival Committee 

approval for outsourcing) 

Usage Fees Approved for withdrawal 

Insurance Approved for withdrawal 

Fees Approved for withdrawal 

Personnel 

Expenses 

Approved up to 5,000 yen per person within the school; Requires 

Student Festival Committee approval for outside personnel 

Membership Fees Not approved for withdrawal 

Accommodation Not approved for withdrawal 

Equipment Not approved for withdrawal 

Repairs Not approved for withdrawal 

Miscellaneous Not approved for withdrawal 

2024 Student Council Expense Classification Table 

Expense 

Category 
Description 

Consumables 

General consumables and office supplies such as PPC paper, 

envelopes, drawing paper, strings for music activities, line tape, 

parts, lime for athletic clubs, files, etc. 

Books 
Books, CDs, DVDs, including specialty books, newspapers, 

periodicals, maps, music scores, etc. 

Postage 
Communication and postage costs including phone charges, 

postage, mail services, postcards, stamps, etc. 

Transportation 

Transportation and delivery costs including shuttle bus tickets, 

public transportation, taxi fares, truck rental for transporting 

goods, etc. 

Printing 

Printing costs for items issued externally by the organization 

including copy cards, internal copies, outsourced flyers, photo 

development, etc. 

Usage Fees 

Costs for facility usage and rental equipment including facility 

rental, rental equipment, copyright fees, ticket registration fees, 

rental car fees, etc. 
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Expense 

Category 
Description 

Insurance 
Insurance premiums related to events including recreational 

insurance, etc. 

Fees General fees including transfer fees, cash on delivery fees, etc. 

Personnel 

Expenses 

General personnel expenses including speaker honorariums, 

accommodation, transportation for invited speakers, etc. 

Membership 

Fees 

Payments to associations including shared fees, participation fees, 

advertisement costs for events, pamphlets, etc. 

Accommodation 
Accommodation costs including lodging fees, camp fees, and 

accommodation costs for seminars and workshops 

Equipment 

General equipment with the distinction that consumables are 

generally considered those under 10,000 yen per item and judged 

by the nature of the item including PC-related items, shredders, 

shelves, desks, etc. 

Repairs 

Costs for repairing and maintaining equipment including cleaning 

fees, instrument repairs (repair costs for damaged rental items 

are classified as miscellaneous expenses) 

Miscellaneous 

Expenses related more to personal activities than group activities 

including medical supplies, playground equipment, food and drinks 

(including water, sports drinks, snacks), ceremonial expenses, 

tissues, uniform costumes, etc. 

 

Regarding Projects with Revenue 

 
○Introduction 

Since the purpose of group projects is to present the regular 

activities of groups and students, profit-making projects are 

not allowed. If income, such as admission fees, is generated 

during the project, you must fill out the designated section in 

the project proposal and report it to the Special Projects 
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Department. If income is generated without prior notice to the 

Special Projects Department, the project will be immediately 

halted. 

 

※All income should be used solely for the operation of the 

project. If the income can generate a profit that can be used 

for purposes other than this year’s festival project, such a 

project will not be permitted. 

 

○Methods for Generating Income 

If income is generated during the project, only a ticket system 

is allowed. 

※Any changes in the price or quantity of tickets must be 

reported. 

※Do not use tickets from previous years or earlier. 

 

The following procedures are necessary if income is to be 

generated. Projects that do not follow these procedures will be 

immediately terminated. 

 

○Procedures 

 

① Consultation with the Special Projects Department (during 

the hearing) 

Discuss the project details, budget estimate worksheet, and 

budget estimate to determine prices and quantities during the 

hearing   

② Ticket Creation 

Once the project is approved after the hearing, create (or 

order) the tickets. Tickets should be at least 4 cm x 10 cm in 
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size. There are no specific design requirements but ensure 

they do not violate public order and morals. 

 

③ Ticket Review 

Submit the created tickets, the number of issued tickets, and 

the price estimate to the Special Projects Department. All 

tickets must be numbered. The Special Projects Department 

will verify and stamp the tickets with an audit seal. 

 

④ Completion of Procedures 

Once the review is complete, the tickets will be returned to the 

group. 

 

○Sale of Goods 

There are items that can and cannot be sold within a project. If 

you have any questions, please consult us. 

 

〈Items that can be sold〉 

Items that enhance the understanding of the project content 

by the attendees or enrich the project content. 

 

〈Items that cannot be sold〉 

Items that are not directly related to the project execution 

group. 
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Projects Inviting Professional Talents or  

Lecturers  
 

In group projects for the university festival, groups may invite 
professional talents or lecturers if it is deemed necessary to 

convey their activities to the attendees.  

This involves complex tasks and knowledge such as: 
 

・Handling issues in case of trouble 

・Negotiating appearance fees 
・Drafting contracts 

・Important points during contract signing 

・Creating security plans 
 

※Since the purpose of group projects is to disseminate the 

activities of the group, if it is not deemed necessary to invite 
professional talents or lecturers, the project may not be 

approved. 

 
※If the project is canceled after the start of contract 

negotiations with professional talents or lecturers, you may be 

liable for breach of contract fees. 
 

As stated above, inviting professional talents or lecturers 

entails significant responsibilities and complex preparations. 
Therefore, carefully consider whether it is necessary to invite 

professional talents or lecturers to convey the activities of 

your group before planning your project.  
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Conducting Fundraising within an Event 
 
Conducting Fundraising within an Event 

This section outlines the regulations for conducting fundraising 

among attendees within your event. If you plan to hold a 
fundraising activity, please read these guidelines thoroughly. 

 

Organizations that do not meet the following requirements will 
not be allowed to conduct fundraising activities. 

 

〇Eligible Organizations for Fundraising 
・Organizations that regularly include fundraising as part of their 

activities. 

・Organizations with clear activity objectives, content, 
responsible persons, activity locations, and contact information. 

・Organizations that publicly disclose information (activity 

reports, financial reports, etc.). 
 

〇Fundraising Purposes 

・Must be related to and part of the organization’s activities. 
・Must not be for the benefit of a specific individual or for-

profit purposes. 

 
〇Donation Recipients 

・Must be organizations with clear activity objectives, content, 

responsible persons, location, and contact information. 
・Must publicly disclose information (activity reports, financial 

reports, etc.). 

 
〇Requirements for Fundraising Organizations 

・Introduce the activities and objectives of the fundraising 

organization (including the donation recipient). 
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・Explain the purpose of the fundraising and how the collected 
funds will be used. 

・If acting as an intermediary, introduce the activities and 

objectives of the intermediary organization. 
・Report the total amount raised and the donation recipients 

using websites or other media. 

・Maintain independent accounting and donate all collected 

funds. 

・Provide the Festival Executive Committee with proof that the 

donation recipients have received the full amount. 
 

〇Prohibited Actions for Fundraising Organizations 

・Soliciting donations outside designated areas. 
・Fundraising with the aim of promoting antisocial activities or 

behavior. 

・Actions perceived as coercing donations. 
・Any other actions deemed inappropriate by the Festival 

Executive Committee and Special Projects Department. 

 
〇Response During Fundraising 

The Festival Executive Committee will perform the following 

actions for organizations conducting fundraising activities: 
 

〈Before Project Approval〉 

・Confirm that the organization’s objectives and activities are 
appropriate and that the proposed fundraising meets the 

regulations. 

 
〈After Project Approval〉 

・Review and approve publicity and display materials related to 

the fundraising. 
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・Issue and display the Festival Executive Committee’s 
fundraising permit near the donation box. 

・Verify the total amount raised with the fundraising 

organization. 
・After verification, create and maintain a confirmation 

document signed by both the fundraising organization and the 

Festival Executive Committee. 

・Require submission of a copy of the donation recipient’s 

certificate and bank transfer receipt during the final accounting. 

 
※The Festival Executive Committee will not be held 

responsible for any issues arising from the organization’s 

intentional or negligent actions that prevent the completion of 
the fundraising. 
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About Corporate Sponsorship 
 
〇Introduction 

 Corporate sponsorship involves seeking cooperation from 

external organizations and companies to support student-led 
activities. Utilizing corporate sponsorship can revitalize 

organizational activities economically, technically, and in terms 

of publicity. Typical corporate sponsorships include the 
creation of flyers and pamphlets, obtaining sponsorship fees, 

and providing prizes. 

 
 However, extracurricular activities should be student-led, and 

excessive commercial involvement by sponsors can hinder the 

organization's activities. Therefore, corporate sponsorship for 
events and publicity during the festival will be permitted only 

after review by the Special Projects Department to ensure it is 

necessary and appropriate. 
 

※The Special Projects Department and the Festival Executive 

Committee will not be held responsible for any issues that arise 
with the corporations. 

 

〇Corporate Sponsorship Process 
① Carefully read and understand the "Corporate Sponsorship 

Guidelines." 

② Submit the "Corporate Sponsorship Application Form" and 
the "Corporate Sponsorship Agreement" at the time of 

project registration. 

③ Present the details of the corporate sponsorship and 
samples of sponsorship materials (advertisements or 

products) during the hearing. 
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④ Once the sample receives approval and the project is 
approved, you may proceed with the sponsorship.  
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Cooperate Sponsorship Guidelines 
 

〇Sponsorships that organizations can receive from 

companies: 
・Creation fees for flyers or pamphlets for the project. 

・Provision of prizes to be used as awards for the project. 

・ Borrowing or provision of goods to be used in the project 

(both must be free of charge). 

・ Funding for project operations. 

・ Technical sponsorships beyond the above. 
※If you wish to receive sponsorships other than those 

mentioned above, please consult with the Special Projects 

Department. 
 

〇What companies cannot do in exchange for sponsorship: 

・ Announce the company name (e.g., on posters, flyers, 
pamphlets, websites, social media, etc.). 

・ Introduce the company within the project (however, only 

students belonging to the organization can introduce the 
company). 

・ Display prizes to be used/distributed within the project. 

・ Include advertisements in flyers and pamphlets (those 
primarily focused on project promotion). 

・ Distribute samples as products. 

 
〇What companies cannot do in exchange for sponsorship: 

・Conduct commercial activities for profit 

(e.g., selling goods or contracting on campus). 
・Have company representatives appear in the project to 

promote the company. 

・Set up a company booth (providing a fixed location on campus 
for the company). 
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・Conduct surveys (exceptions are made if the University 
Festival Executive Committee permits it, the survey measures 

the effectiveness of corporate sponsorship, and it targets only 

participants of the organization’s project). 
・Include job advertisements (applies to all job types). 

・Real estate advertisements (publicity with only the company 

name is allowed). 

・Have students wear company attire (uniforms, costumes, 

etc.); lending non-company clothing is allowed. 

・Have company representatives enter the premises (except for 
organizations that have received permission from the Special 

Projects Department and have applied through the student 

office). 
Other activities deemed inappropriate by the Special Projects 

Department and the University Festival Executive Committee. 

 
〇Notes: 

・Distribution materials and media are limited to those approved 

by the Special Projects Department 
（Please submit the Corporate Sponsorship Application Form, 

Corporate Sponsorship Agreement, and samples of distribution 

materials and media to the Special Projects Department before 
publicizing） 

・If the Special Projects Department deems the proportion of 

corporate advertisements excessively commercial despite 
being within the permitted range, warnings or advisories may be 

issued. 

・Distribution of flyers created by the company is prohibited 
(flyers designed by the organization themselves and ordered 

from a printing company are allowed). 

・Submit samples of distribution materials to the Special 
Projects Department before printing. 
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・Sponsorship through advertising agencies where the agency 
profits are prohibited. 

 

〇Specific permitted ranges: 

Posters/flyers 
(one-sided) 

Less than 1/2 of the total area 

Double-sided 

Flyers 

Less than 1/2 of the total area (full-

page ads not allowed on one side) 

Pamphlets Less than 1/2 of the total area (each 
cover less than 1/2) 

Pocket tissue Less than 1/2 of the total area (not 

allowed to cover the entire case) 

Videos ・Still image 
Less than 1/4 of the total screen area 

・Moving image 

If the runtime is 30 seconds or less, less 
than 1/5 of the total time. If more than 

30 seconds, the appropriateness will be 

judged by the Special Projects 
Department（If still images are displayed 

within the video, the area used for 

corporate promotion within the still 
images must be less than 1/4 of the 

total screen area. Additionally, if the 

total playback time, including the still 
image display, is 30 seconds or less, it 

must be less than 1/5 of the total time. 

If the playback time exceeds 30 
seconds, the appropriateness will be 

judged by the Special Projects 

Department.） 
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Audio If the runtime is 40 seconds or less, less 

than 1/5 of the total time. If more than 
40 seconds, the appropriateness will be 

judged by the Special Projects 

Department 

 

※For videos and audio, bring samples in advance for judgment 

by the Special Projects Department. 
※or publicity materials and project items, the total area for 

corporate promotion should be less than 1/4.  
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Regulations Personal Information 
 
（Purpose） 

Article 1 

These regulations aim to protect personal information acquired 
by the Special Projects Department (hereinafter referred to as 

"the Department") in the course of its activities. 

（Definition） 
Article 2 

In these regulations, personal information refers to information 

that can identify an individual, such as their name, address, 
date of birth, phone number, email address, and student ID 

number. 

（Responsibilities） 
Article 3 

The Department is responsible for adhering to these 

regulations concerning the protection of personal information. 
（Manager） 

Article 4 

The head of the department will be appointed as the manager 
responsible for protecting personal information acquired by the 

department. 

Article 5 
The manager will guide and supervise department members to 

ensure compliance with these regulations. （Safety 

management） 
Article 6 

The Department will strictly manage personal information to 

prevent it from being viewed by third parties. 
（Purpose of use） 

Article 7 
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The Department will use personal information only for tasks 
necessary for planning and operating events during the 

university festival period. 

 
（Disposal） 

Article 8 

The Department will promptly dispose of personal information 

after completing all tasks specified in the previous article. 

（Provision to third parties） 

Article 9 
The Department will not provide personal information to third 

parties. 

Article 10 
Notwithstanding the previous article, the Department may 

provide personal information to third parties in the following 

cases: 
１． With the consent of the provider. 

２． When requested to disclose information related to an 

investigation by the police or courts. 
３． When required by law.  
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List of Required Documents 
★Please read the application booklet thoroughly before 
submitting！ 

 

【Documents that must be submitted】 
① Group event submission document（Word） 

・University festival group project proposal 

・Desired date for hearing 
・Pledge 

・Facility use request 

・Equipment use request 
※・Power usage request 

※・Vehicle entry request form 

※・Vehicle entry application form 
※・Corporate sponsorship application form 

※・Corporate sponsorship pledge 

Please fill out the documents marked with ※ only if 
necessary. 

② Project executor list（Excel） 

Please enter the names and other details of everyone 
involved in the project.  

③ Budget worksheet（Excel） 

Refer to the example provided in the Excel file, and carefully 
read page 31 “Budget and settlement” before filling in the 

required information. 

④ 2024 Ritsumeikan University festival comprehensive 
pamphlet information sheet（Word） 

 

Please submit the above four files via the official LINE account 
for group projects. 

 

！Important notes！ 
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If there are any omissions or errors in the submitted 
documents, you may be asked to resubmit. Groups that fail to 

resubmit within the designated period will not be accepted.
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Contact information 

 

Central Administrative Office 

University-wide Events 

Department / Special Event 

Team 

☎０７５-４６５-７８９１ 

       info@r-circle.net 

Please contact us primarily through our official 

LINE account. 

If you contact us by email, please use the 

subject line "[2024 University Festival Kinugasa 

Group Project]." There may be delays in 

response if emails are not properly processed. 

 

 

 

 

 

 


