STUDENT CENTER FACILITY RESERVATION REQUEST

Please keep in mind that we are only providing the facilities.  If you have specific needs like AV, table set-up, etc. it is your responsibility to arrange for these needs.  Should  you require additional time for setup prior to the start of the event, please allow for these times when you are requesting the use of the facilities.

Facility / Room Requested:  _____________________________________________
(Almaden Room, Costanoan Room, Entire Student Center)

Name of Event:  ______________________________________________________
Estimated Attendance:  _________
Will food / drinks be served:_____________

Date of event:  ________________
Day of event:  _______________________
Set-up Time:  _________________
Break-down time:  ____________________

Event Start Time:  ____________
_
Event Ending Time:  __________________

Name of Group:  _____________________________________________________
Name of Applicant:  ___________________________________________________
Name of contact person if different from applicant:  __________________________
Telephone Number of contact person:_____________________________________
The Vice President of Student Services has the right to deny usage of the Student Center Facilities.  By signing below, the applicant agrees to vacate the facilities in the same shape and order as found.  Repeat offenses of leaving the room in disorder will prevent future use of the facilities.

Signature of Applicant:_____________________________
Date:____________

