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Facilities Event Request Form 
Please use this form when requesting support services for your special event.

Forms should be submitted for approval. 
Contact / Billing Information

Name:

Phone # & Extension:

Alternate Phone #:

Department:

Email Address:

Event Description

Event Title:

Date:

Event Location:


Event Start Time:

Event Finish:


Set-up Date:

Set-up Time:


Breakdown Date:

Breakdown Time:


Description of event:

How many people are expected to attend the event?

Is food service required?  If so, please contact Chartwells and number of tables they will need:
Is campus security needed?  If so, please contact them:

Is custodial service / coverage required?

(Includes cleanup during and after event)
Are electrical, carpentry or plumbing services required?

Are there any IT or audio visual requirements? If so, please contact Theatre Dept.
What equipment is required for your event?
Quantity

· Rectangular tables

· Round tables
· Folding chairs

· Trash containers

· Recycle containers

· Podium

· Stage (short or large)

· Extension cords
Will rental equipment be required from an outside vendor?  If so, please describe:

Any additional requests or special needs?

Will you be charging a fee to participants of this event?  If yes, please specify: 

Will alcohol be served at this event ?

Estimate of Costs

	Descriptions
	
	Estimated $ Amount
	Actual $ Amount

	
	
	
	
	 
	

	Proceeds:
	
	
	
	 
	

	Revenue 
	
	
	
	 
	 

	
	
	
	
	 
	

	Cost:
	
	
	
	 
	

	Meals
	
	 
	
	 
	

	
	
	
	
	 
	

	Security services
	
	 
	
	 
	

	
	
	
	
	 
	

	Facilities 
	
	 
	
	 
	

	*Includes physical space and labor
	
	
	
	 
	

	
	
	
	
	 
	

	Campus Supplies & Expenses
	
	 
	
	 
	

	
	
	
	
	 
	

	Water
	
	 
	
	 
	

	Gas
	
	 
	
	 
	

	Electric
	
	 
	
	 
	

	
	
	
	
	 
	

	Mailroom
	
	 
	
	 
	

	
	
	
	
	 
	

	Centenary Stage Company
	
	 
	
	 
	

	
	
	
	
	 
	

	Waste Removal
	
	 
	
	 
	

	
	
	
	
	 
	

	Repairs and Maintenance
	
	 
	
	 
	

	
	
	
	
	 
	

	Marketing
	
	 
	
	 
	

	
	
	
	
	 
	

	Health Services
	
	 
	
	 
	

	
	
	
	
	 
	

	Other:
	
	
	
	 
	

	 
	 
	 
	
	 
	

	 
	 
	 
	
	 
	

	 
	 
	 
	
	 
	

	 
	 
	 
	
	 
	

	
	
	
	
	 
	

	Expenses (Total Cost):
	
	
	               
	 
	 

	
	
	
	
	 
	

	Net Income
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