
 

EXTERNAL EVENTS/MEETING APPLICATION FORM 
 
Please enter request information in the fields below. 

 

Requestor:      Phone: 

 

E-mail:       Company: 

 

Event name: 

Event Day/Date: 

Time of Event: 

 

Repeating dates and times at same location with same setup: 

 

Requested building:    Requested room: 

Expected number of people attending: 

 

Contact person at event:    E-mail: 

 

Event description  
(Please write a short description of your event and how you would like the room set up) 
 

 

Audio Visual Request: 
(Please list any A/V equipment you need, and the quantities, and we will contact you if we can 
accommodate) 


