STUDENT EVENT ROOM RESERVATION FORM

In order to reserve a space for any event, you will need to fill out a room reservation form (available in OSE or online at goucher.edu) and return the form to Kathy Hemelt (x6124) in OSE.  For recurring meetings, only one room reservation form is necessary.  All forms must be completed and returned 14 days prior to your event if you require a set-up and 10 days prior to your event if no set-up is needed.  The staff of OSE have final approval over room reservations for student events.

Event Title:   __________________________________________     Number attending:  ______  *
Day/Date (if weekly meeting, record day(s) of the week & start/end dates): _____________________________      
Group(s) Sponsoring Event:  ____________________________________________________

Account Number: (Required for set-up – see reverse side) ______________________________

Event Description:  __________________________________________________________________________

_________________________________________________________________________________________________

Will this event feature a speaker from off-campus?.............................................
   FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no        

Is a contract being negotiated for this event?......................................................... 
   FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no

(If yes, you must meet with Associate Dean for Student Engagement before petitioning SGA and before your room reservation can be confirmed.)









   FORMCHECKBOX 
 reviewed by Assoc. Dean     
ADVERTISING and P
UBLIC SAFETY
Will this event be advertised off campus or have more than 50 attendees?       
   FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no      
(If yes, take Events Requiring Security form to the Office of Public Safety.  Your room reservation will be confirmed after you bring the completed form back to the Office of Student Engagement.)
Would you like OSE to advertise this event on the:

·  On-campus digital signage (tv screens)?   



  
   FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no      

·  Goucher online calendar of events?   




   FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no      

LOCATION
First Choice:  _______________________________ Rain location or Second Choice: _________________

Is this event being held outside?


 FORMCHECKBOX 
 yes (contact FMS at 410-337-6175)      FORMCHECKBOX 
 no
All indoor events must end no later than 1 a.m. on Fridays & Saturdays, and by midnight Sundays through Thursdays. Exceptions may be made on an event by event basis.  In compliance with the Baltimore County noise ordinance, all outside events must end by 11 p.m.

Set-up time:    _________ a.m.   p.m.

Event ends:        _________ a.m.   p.m.
Event begins:  _________ a.m.   p.m.

Clean-up time:   _________ a.m.   p.m.

CONTACT INFORMATION
An event confirmation will be sent to the email address that you provide when the event has been scheduled in the system.
Contact Person:  ____________________________________ Phone:  ____________________
Email Address:  _______________________________________

ADVISER AUTHORIZATION
This signature is not needed for room reservations for regularly scheduled organizational meetings, only for events.  

I, ______________________________, am aware that _____________________________________, is sponsoring

   Club or Umbrella Adviser Name

                   Name of Club(s)

__________________________________________, and I will be listed as the responsible person.

Name of Event

 FORMCHECKBOX 
  I will attend the event.   
             FORMCHECKBOX 
  I cannot attend, but ____________________________________will be there

                                                                                                               Faculty/Staff Member

___________________________________________                         ____________

Adviser’s Signature/Date

                                                     Extension

ROOM SET-UP
Please indicate how many of each item you are requesting.  Some items may require a deposit.  If those items are not returned or are damaged, your account will be billed. A copy of current fees charged by FMS and Public Safety is available in OSE.
	Furnishings
	#
	Furnishings
	#
	Audio/Visual Equipment
	#

	Bucket
	
	Stage Sections (4-4’ x 8’)
	
	Laptop Comp./Projector
	

	Chairs
	
	Table 8 ft – seats 10 
	
	Projector LCD
	

	
	
	Tablecloths - rectangular
	
	
	

	Choral Risers
	
	Table 60” Round - seats 8
	
	Projector Overhead
	

	Coat Rack
	
	Table 72” Round -Heubeck/Athenaeum - seats 10
	
	Projector Slide
	

	Easel
	
	Tablecloths  - round
	
	TV/VCR/DVD Combo
	

	Extension Cord
	
	Trashcan
	
	Personnel**
	

	Lectern w/o microphone
	
	Trashcan Liners
	
	Security  (requires  form)
	

	Lectern w/ microphone
	
	
	
	Technician
	

	Microphone – Handheld
	
	
	
	**Fee info available in OSE
	

	Microphone – Lavaliere (attaches to shirt)
	
	
	
	Other** 


	

	Microphone – Standing
	
	
	
	OneCard Reader 
	

	Microphone – Tabletop
	
	
	
	Cash box
	

	Music Stand
	
	
	
	CD player
	

	Projection Screen
	
	
	
	Extension Cord(s)
	

	Stool
	
	
	
	**Signed out in OSE
	


DIAGRAM

Please diagram the way that you would like the room to be set up, including the location of tables, chairs, microphone, etc.
For Office of Student Engagement Use Only:

Date Received:  _______     Date Scheduled:  _______    Event Number:  ______________________    Initials:  _____

