






     Office SC Room 239





          Phone: 342-5230





Email: reserve-sub@ulm.edu





            Fax: 342-3494

      Name of Organization/Dept. ________________________________ Date ____________





Estimated Attendance: _________________ Have you registered your event on SAMS (RSO’s)? __________________

Start Time _______________  a.m. / p.m. (circle)      Ending Time _______________  a.m. / p.m. (circle)

Prep Time (Set-up/Decorating) ____________ Post Activity Time (Clean up/Tear down) ___________ Total Time ___________
Recurring Event?  ___ YES    ___NO   weekly   bi-weekly   monthly           NO meetings during holidays and semester breaks     

This Event is:      FORMCHECKBOX 
 Closed Event (ULM ONLY)     FORMCHECKBOX 
 Open to the Public     FORMCHECKBOX 
 Other _______________

Type of Event (check all that apply)     FORMCHECKBOX 
 Banquet     FORMCHECKBOX 
 Seminar     FORMCHECKBOX 
 Meeting      FORMCHECKBOX 
 Dance      FORMCHECKBOX 
 Other________________  

Head Table:    FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes   Number at Head Table: ________     FORMCHECKBOX 
  Will you have a “live” band?  ____ YES    ___NO      

 FORMCHECKBOX 
 PA System    FORMCHECKBOX 
 Internet    FORMCHECKBOX 
   VCR/DVD     FORMCHECKBOX 
    Podium    FORMCHECKBOX 
     Power-point      FORMCHECKBOX 
 Other: _________________________

 FORMCHECKBOX 
 Other Equipment _____________________________________________________
FOOD     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No          FORMCHECKBOX 
Refreshments    FORMCHECKBOX 
 Breakfast    FORMCHECKBOX 
 Lunch    FORMCHECKBOX 
 Dinner    FORMCHECKBOX 
 Reception    FORMCHECKBOX 
 Buffet 

Will Aramark be catering your event?  YES____ NO_____   
   (Food service arrangements should be made directly through Aramark at 318-342-3605.)
   

Select from set-ups below, and draw preferred set-up on back of paper.
· Theater-Style (Chairs Only)    FORMCHECKBOX 
  With Podium
· Round Tables & Chairs  (60” seat 6 / 72” seat 8)
· Classroom / Workshop Style (6’ long tables with 3 chairs each facing forward)
· T-Shape

· U-Shape

· Hollow Square

· Other ________________

Describe activity/event detail:  __________________________________________________________

    ___________________________________________________________________________________

    ___________________________________________________________________________________

I understand that this is only a request NOT a confirmation.                                                               










         Signature

RESERVING THE STUDENT CENTER & SUB

The ULM Student Center & SUB are available seven (7) days a week.

· Unless otherwise notified, we will assume that your RSO will not meet during holiday and semester breaks.

Events scheduled during normal working hours are available at no charge to student groups; unless you answer YES to any of the following questions:

· Will money be exchanged at the event?  (ticket sales, t-shirt sales, donations)

Yes/No
· Will the event extend beyond normal SC/SUB working hours? See Below

Yes/No
· Is the general public allowed to attend?





Yes/No
· Will alcohol be served?







Yes/No
If you answered yes to any of the above questions, then you will be REQUIRED to have University Police for your event.  Get UPD Scheduling Sheet from Student Services.
· UPD must be booked at least 10 days in advance

· UPD charges a 3 hour minimum per officer

· UPD charges:    $20/hour for non-alcoholic events

                                 $25/hour with alcohol

· When estimating attendance, use what you think would be a maximum number, this is what you will use for UPD.  If you estimate 200, then UPD will stop admitting people when the 200 number is reached.  Ex: Three (3) officers will be assigned for 200 participants.  (2 officers for the first 100 then 1 additional officer per 100 after.)
A supervisor fee of $10 per hour will be assessed outside the normal building hours.

***An advisor must be present from start to finish for you event
Student Center/SUB Building Hours

Fall/Spring Semesters



 

8:00 am – 9:00 pm
    8:00 am – 11:30 am
      Special Events Only
          4:00 pm – 9:00 pm

Monday – Thursday
    Friday

      Saturday

          Sunday

[image: image1]

          XXXX = Chairs


= 6’ Tables

  = Round Tables



Received by: _______


Date: __________


Time: ___________


Rate Plan: _________


_____ Confirmed


_____ Emailed





Office Use Only





___ Return for Approval





___ Date Unavailable





___ Room Unavailable





___ Need Signatures





___ Other _______________











Name of Event _____________________________________        Date(s) of Event _______________________


SC or SUB ______________________ Room Choice ________________________ 2nd Choice __________________


Contact Person ______________________________   Phone ____________________ Cell __________________


Email __________________________ Faculty Advisor _______________________ Phone ___________________


Campus/Local Address ______________________________   


























Revised February 10, 2009
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