[bookmark: Text52]Facilities Use Form	Date of Event:       
	
[bookmark: Text32]	Day of Week:      

[bookmark: Text33]	Building Requested:       
[bookmark: Text51]	Rooms/Area Requested:      
[bookmark: Text36]Approx. No. Attending:       		
									
[bookmark: Text37][bookmark: Text38] (
For Media or 
Network Services
 needs related to 
this
 request
, 
please
 complete their respective forms available 
on
-line via the campus website.
)Time Requested:	From:       	To:       

[bookmark: Text39][bookmark: Text40]Actual Time of Event:	From:       	To:       


[bookmark: Text41]Name of Event:       

[bookmark: Text42][bookmark: Text43]Contact Person:       				     
							Title/Organization

[bookmark: Text44]Phone Number of Contact Person:        

    MAINTENANCE PROVIDED EQUIPMENT			

	
	Table-top Lectern
	[bookmark: Text45]     
	Coat Racks
	[bookmark: Text15]     

	Floor Podium
	[bookmark: Text16]     
	Extension Cords
	     

	No. of Tables	
	     
	Waste Receptacles
	     

	No. of Chairs	
	[bookmark: Text49]     
	Other
	[bookmark: Text21]     


[bookmark: Text14]					
(If you have checked “other” or for specific furniture arrangements, 
please stop in the Business Office.)
						

INSTRUCTIONS:  Save this form to your desktop. From there, complete the form, save it and attach the completed form and e-mail to:  starkroomrequest@listserv.kent.edu with the subject line of RoomRequest, at least 2 weeks prior to event.  Note:  This agreement is not completed until your approved copy is returned to you.  Please notify the Business Office immediately of any necessary revisions or cancellations.  Student groups:  Please send to your advisor for their approval prior to submitting to the Business Office.

|_| I agree to all arrangements and assume all responsibilities for the facilities and equipment 
	   requested.

     
Requestor’s Name

[bookmark: Check2][bookmark: Text25][bookmark: Text23][bookmark: Text24]|_|  Advisor’s approval:       		     				     		
				   Date			Name of advisor		Organization


[bookmark: Check3][bookmark: Text27]|_|  Business Office Approval		Date:       
