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This form must be completed and returned at least 2 weeks prior to event.

Contact Name:

(Must be a Pacific University employee)

Contact e-mail: Contact Phone #:

Department sponsoring event:

Name of Event:

Type of Event & Brief Description:

Who is the audience for your program or event? Pacific University Community
Non-Pacific University community Number of attendees expected:

The following guidelines for the use of Pacific University space are understood and
agreed upon:

1. Campus Public Safety must be provided access.

2. The sponsoring department is responsible for all equipment and furnishings at the
event and is liable for loss or damage.

3. If your department is co-sponsoring an event for a non-University organization,
this application will be sent to the office of Conference Services for proper
contracting and your department will be billed for 50% of the room
rental fee plus any overtime costs (set-up, custodial, security, etc.) provided for
the event. It is required that someone from your department attends and
supervises this event.

Name of Organization you are co-sponsoring:

/ /

Pacific University Employee's Signature Date Account Number

(If the co-sponsored event does not significantly benefit the non-University
organization monetarily and if there is significant educational or public
relations benefit to the University, room fees may be waived or paid by the
appropriate college Dean, Director or by the Provost.)

Fees Waived Fees Paid /
Signature/Title Date

If fees paid, please provide account number to be billed:
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Will a fee be charged to attend or participate in thisevent? Y N If yes, please explain:

Date of Event: Start Time: End Time:

If this is a standing meeting, please state day of week and specific dates (reservations
can be made for up to one semester in duration)

Day of Week Dates:

Requested Location:

Other information you feel is important:

Setup Needs: For Audio-Visual equipment, contact the TIC (Ext. 1500)

Round Tables_ How Many? 6 Ft. Tables_ How Many?__ Podium:___
Chairs____How Many? Trash Cans___ How Many? Stage

Easels_ How Many?_ Nothing Needed_

Other:

If the number of tables and chairs or other equipment required by your event exceeds
the University’s supply, your group would be responsible for renting any additional items.

Will you be serving food? Y N If yes, please contact University Dining Service
Ext. 2241 or email catering@pacificu.edu .

Will you be serving Alcohol?Y N If yes, an alcohol permit will need to be filled
out and submitted at least three weeks prior to event for approval. Contact Monica
Marvin, General Counsel, Ext. 2236, or email marv7603@pacificu.edu.

Return completed form to:
Roylene Read, Events Scheduling Coordinator in the Facilities Management Office at
2233 Cedar Street, or UC Box A-122. schedule@pacificu.edu
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