Event Request Form
RSO:  _____________________________   Contact: __________________       
	Location (please refer to  http://schedulerplus.bellarmine.edu/SAVii/SAViiText.asp to see if a room is available):
     1st Choice:                                  2nd Choice:                                    3rd Choice:

	Date(s) of Event:

	Setup/Prep Time:

Time of Event:

End of Event (include cleanup):

	DETAILED DESCRIPTION OF EVENT:


	# People Expected:

	Catered Event?   Yes / No

	Facilities Request (tables, chairs, power requirements, misc.):

(Please be very specific and attach diagrams if necessary.)



	Nature of Event (check all that apply):
□Community Service □Personal/Social Development □Career/Professional Development

□Leadership Development □Spiritual Development □Multicultural Development


Phone:  _______________________              Email:  _______________________________        ​​
_____________________________________           ___________________________________

Director of Student Activities/Date


 Advisor’s Signature/Date

	Important Information:


· All Event Request Forms must be turned in at least 2 weeks prior to requested event.  
If submitted after this time, your request may be denied.
· All events must be in keeping with the stated mission of the university.  
Please refer to http://www.bellarmine.edu/about/Mission.aspx.

· If your event is cancelled you should notify Robin Murphey, Residence Life Coordinator, ASAP.  Failure to do so may result in temporary loss of reservation privileges.  

· You are not to announce meetings or events until you have received confirmation of your reservation from the Student Activities Center.

· The Art Gallery in Wyatt Hall is not to be used as a meeting room or reception hall.

· The RSO and contact person reserving the location are responsible for all damages.

· Catering requests and reserving equipment through Media Services are your responsibility.  See the RSO Handbook for contact information and procedures.  

· The following are prohibited in Frazier:  balloons, smoke/fog machines, and bubble machines.
· Once an event is approved, it is the responsibility of the RSO to post the event on the Student Activities Calendar on the Bellarmine University Master Calendar.
· Due to space limitations on campus at this time, it is highly encouraged to turn in this form to the Student Activities Center three weeks ahead of time, or as early as possible.
· All registered events must follow the policy and procedure outlined on pages 8-9 of the RSO Handbook.  Copies of the handbook may be obtained in the Student Activities Center.
· To put the event on the Master Calendar, visit www.bellarmine.edu, under ‘Quick Links’.
FAILURE TO COMPLETE THIS FORM WILL RESULT IN DENIAL OF REQUEST

