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Facility Rental Request - Event Plan

Contact Name:  


Contact Ph. #1:  






Contact Ph. #2:


Email Address:


Best time to call:  



Event Name:



Hosting Group:


Facility to rent:


Date – 1st choice:




   Date – 2nd choice:


Student Advisor of Group (MANDATORY)

Name:
   

Phone #   

     

Email:  



Est. Attendance:

   (Participants and spectators, if applicable)

Time requested:


Set-Up

 am / pm
to

am / pm


Event

 am / pm
to

am / pm


Take Down
 
 am / pm 
to

am / pm

Please check either “Yes” or “No” on the following questions.  Are you…:

Charging admission:      
Yes

   No  



How much?:  ​____________________________________
Handling cash at event:   
Yes   

   No 



Amplified sound:              
Yes  

   No 



Caterer:                      

Yes  
  No 



Group Insurance:             
Yes  

  No 


Providing food

Yes

  No  



Selling food:                 
Yes

  No



Using BBQ:                    
Yes  

  No 


Serving alcohol:             
Yes

  No 



Selling alcohol:              
Yes  

  No 



Bringing in vendors:       
Yes

  No 


Who:


Advertising:                    
Yes

  No


How?:



Is this event sponsored:   
Yes

  No


By whom?:


Is this a fundraiser:          
Yes

  No


Benefiting?:


Equipment needed (#)
Tables 

Chairs 


Other equipment requested:



Notes: 




For Internal Use Only:


Contact:		





Group:		





Date:		





Loc.:		





Time:		











Please complete the Facility Rental Request – Event Plan form and either email it to � HYPERLINK "mailto:recschedule@berkeley.edu" ��recschedule@berkeley.edu�  or fax it to 510-642-0990.  Thank you!











