

	EVENT SPACE & RESOURCE REQUEST


Clubs & Organizations  |  Student Leadership Programs

FORM SUBMISSION PROCEDURE
Visit the University calendar to determine the availability of the space you are requesting. 
1. Go to www.csuci.edu, click on “calendar” on the left hand navigation bar, click on “locations” listed horizontally along the top of the site.
2. View the room attributes (size, etc.) by clicking on the icon next to each room.
3. Select the date and time you wish to reserve the room and ensure it is available.  If it is not, select another room.

	For hard copy submission: 
1. Complete the form.
2. Obtain advisor’s signature.
3. Submit to the Student Engagement and Applied Leadership (SEAL) Center.
	For electronic submission:
1. Type your responses in the spaces below.
2. Attach form to an email and send to advisor for approval.
3. The advisor should forward the form to studentleadership@csuci.edu confirming his/her approval.



Processing time/information: Ten to fifteen business days from date completed form is received.  You will receive an email confirming your space reservation.

CONTACT INFORMATION
	Name of Club/Organization:
	
	Date:
	

	Name of Requestor:
	
	Name of Advisor:
	

	Requestor Title:
	
	Advisor Phone Number:
	

	Requestor Phone Number:
	
	Advisor Email:
	

	Requestor Email:
	
	
	



EVENT INFORMATION
	Event Name:
	

	Event Subtitle (if applicable):
	

	Expected Head Count:
	
	Event Start and End Times:
	

	Event Date(s):
	
	Pre-Event Set-Up Time Needed:
	

	Space Preference #1:
	
	Post-Event Break-Down Time Needed:
	

	Space Preference #2:
	
	
	



	Accounting String

	
	   Acct - OPC Charge

	
	   Acct - Parking Charge



	Event Audience
	Layout Information
	Additional Parking Info

	
	Students
	
	Theater/Auditorium
	
	Estimated Number of Off-site Guest Cars

	
	Campus Community
	
	Classroom
	Y              N
	Guests to Purchase Own Permit?

	
	Open to the Public
	
	Banquet/Dining
	
	Who Will Provide Directional Signs?

	
	Invitation Only
	
	Drop Off Only
	
	Contact Number for Parking Services

	
	
	
	Other
	
	



	Event Fees
	Catering Information
	

	
	Fees - Students ($)
	Y              N
	Will Catering be Provided/Food be Served?

	
	Fees - Campus Community ($)
	
	

	
	Fees - Public ($)
	
	



	Event Requirements

	 
	Police Review Requested





Please provide any additional information for service providers, approvers and routing:
	





Please enter any text regarding your event that you would like displayed on the Web:
	





	Did you view the University calendar to ensure the space(s) was available? 
	Yes
	

	Do you want your event to be viewable on the University calendar? 
	Yes
	
	No
	



RESOURCES
Please indicate the resources and quantity (if applicable):
(Note: You will be charged for the following resources: OPC requires two hours of set-up and break-down time. Please indicate the set-up and break-down times under “Additional Information” above.)

	OPC
	ASI

	 
	OPC Audio System   
	 
	6' Tables [10]

	 
	Beverage Tub - Large [4]   
	 
	Round Tables [4]

	 
	CD Player
	 
	Chairs [30]

	 
	Chairs - Almond/Folding [300]   
	 
	Popcorn Machine

	 
	Chairs - Blue: Malibu Hall 140 Only [100]   
	 
	ASI Audio System

	 
	Chairs - Burgundy: Malibu Hall 140 Only [250]   
	 
	A-Frames [5]

	 
	Guest Access to the Campus Network   
	 
	Sandwich Boards

	 
	Mic. - Lapel [2] 
	 
	Snow Cone Machine

	 
	Mic. - Panel [6] 
	
	Cotton Candy Machine

	 
	Mic. - Wireless [2]
	
	Other

	
	Podium [2]   
	
	

	 
	Power Extension Cords [3]   
	
	

	 
	Power Strips   
	
	

	 
	Projection Screen [3]   
	
	

	 
	Recycle Cans   
	
	

	 
	Tables - Rectangular 6'x24" [70]   
	
	

	 
	Tables - Round 60" [20]   
	
	

	 
	Tables - Round 72" [18]   
	
	

	 
	Trash Cans   
	
	

	 
	Wireless Internet Access 
	
	



	Signature of Requestor*:
	

	Date:
	

	Signature of Rec Sports Coordinator (for sports clubs only): 
	

	Date:
	

	Signature of Advisor*:
	

	Date:
	



*Signatures not required for electronic submission; however, the advisor must forward the form to studentleadership@csuci.edu to verify his/her approval.
	INTERNAL USE ONLY

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Entered into R25
	
	

	Email confirmation sent
	
	



Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu 
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