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University Guest House & Conference Center 
Student Event Request Form




Event Information


Name of Event ������������_______________________		Arrival Time _______ 	Set Up Time_______�Date of Event ________________			Time of Event _____ to _______�Request Location(s)______________________	Estimate of Attendance ______________


Are you charging Admission? _________		Who is your audience? _________________


Is this a fundraiser? _______				Are you showing a film? ________________


Will food be served at event? ________		Has Chartwells been contacted? _______


Event Description ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

















Contact Information


Today’s Date ________________________		Group Sponsoring Event ______________


Contact Name ______________________		Advisor Name ________________________


Contact Phone # ____________________		Advisor Phone # ______________________


Contact Email   ______________________		Advisor Email _________________________


Contact Address _________________________________________


Method of Payment ______________________________________














Room Set Up Types


Theater


Classroom


U-Shape


Hollow square


Banquet


Boardroom


  Chairs to a table __________


(For large events with extensive needs please contact coordinator)








Set Up & Audio Visual Needs


 Podium with microphone		


 Microphones


 Screen


 Projector


 DVD Player


 TV/DVD Combo


 Easels


 Other ____________________


Special Instructions: ____________________________





(Additional Charges� apply for listed items)��(Extensive audio visual needs may require �A/V Technician $35/hour)





(Additional charges apply to listed items)


(Extensive audio visual needs require an AV Technician $35/hour)








