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OUTDOOR SPACE REQUEST

Please complete this form by including all requested information.
Submission of this form does NOT constitute a reservation.
You will be contacted via email by University Event Scheduling with confirmation. Incomplete requests will delay scheduling.

Host Department/Organization
Department/Organization Account Number

Authorized Contact Name

Phone Number Email
Event Title Expected Attendance
Event Date Start Time End Time Set-up Time
Event Type
O Meeting O Lecturer/Speaker 0O Workshop 0O Standing Reception [ Seated Meal O Concert/Show O Other:
Event Participants O Campus Community O General Public O Invite Only O Paid Participants
Admission Fee/Donations? O No O Yes If yes, amount:
Catering and Food Service O None O AU Catering O Off-Campus Vendor, name:
O Pre-packaged/Store bought O Other/Non-commercial, from:
Are you hosting a non-AU organization? O No O Yes:

Please describe the event in detail:

Please list the timeline of events (including set-up and take-down):

Space Requested Quad Diagram

O Friedheim Quadrangle 1-3 O McKinley Green

O Friedheim Quadrangle 4-6 O Letts-Anderson Quad \ _

O Leonard Picnic Area O Tunnel Median (south side) Kay> S Library

0O Woods-Brown Amphitheater O Other: 6 S 4 é\ 2 1

Does your event require amplified sound? O No O Yes (Amplified Sound Request must be attached)

Event Set-up (AII locations outside the University Center footprint and SIS Lounge, including outdoor space, are set-up by Support Services (2FIX).)
Desired Event Set-up (please list out or draw a diagram below):

(space for diagram)

MORE ON REVERSE —»
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EVENT CHECKLIST OUTDOOR SPACE REQUEST

Inclement Weather Plan (choose one)

O Rain Date/Time O Rain Site Requested
O The event will be cancelled if there is inclement weather O The event will be held rain or shine
Notes:

Event Logistics

External Service Support (If yes to any of the following, please attach copies of the contracts or quotes)
Is your organization renting tables/chairs/tents from an outside company? O No O Yes

Is your organization planning to have entertainment at the event (i.e. DJ, bands, artists, inflatables)? 0 No O Yes
Is the event associated with a movie viewing for the public? O No O Yes (If yes, submit a film viewing request in addition to this form)

Off-Campus Catering
Avre you planning to sell the food as a fundraiser? O No 0O Yes

Will there be alcohol served at this event? 0 No O Yes (All events involving alcohol must be approved, please refer to the Alcohol Policy for detailed info.)

Facilities Management Support (If yes to any of the following, charges may be applied to the organization or department.)
Will the event require internet access? O No 0O Yes

Will the event require an active telephone line? 0O No 0O Yes

Will the event require extra electrical power? O No 0O Yes

Will the event require extra garbage cans? O No 0O Yes

Will the event require water access? O No 0O Yes

Have you completed a Service Request Form? O No O Yes (if no, please submit one to an advisor)

Public Safety (If yes to any of the following, fees may be incurred by the organization or department.)
Will Public Safety need to be present at your event? 0 No 0O Yes

Will guests attending the event require parking? 0 No 0O Yes (If more than 50 people require parking, contact Transportation Services at x3111)

Is the event involving any VIPs, speakers, or major concerts? 0 No 0O Yes If yes, who?

Will there be a need to access the service roadways surrounding the Friedheim Quad? O No 0O Yes

Marketing (Please review the General Regulations for Posting Materials for more information)
How are you advertising your event?
O Newspapers O UC Display Board O General posters O UC Electronic Displays O UC Display Cases
O Banner O Listservs 0O Radio O UC Table Tents O Press Releases/University Relations

Is media expected to be present at your event? 00 No O Yes (If you intend to promote to external audiences, please contact Media Relations at x5950)
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University Event Scheduling reserves the right to relocate your preferred request according to appropriateness/availability.
Some fees may apply based on space, services, or equipment associated with the event.

Signatures

By signing below, I agree to abide by all University Center and campus regulations regarding the use of space and | agree to re-
store the space to an orderly condition for the next user. | also recognize that this is a request for space, not a confirmation and
that I should not advertise this event until | have received a confirmation from University Event Scheduling.

Authorized Dept./Organization Rep Date Student Organization Advisor Date
Updated 8//2008



