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	Requestor General Information:

	Onsite Event Contact: 
	Company Name:

	Phone: 
	Emergency Phone:
	Email:

	Event General Information:

	Event Title:   
	
	Number of Attendees:  

	Event Description:
	

	Event Date(s):  
	

	Set-up Time:
	Event Start Time:
	Event End Time: 
	Strike End Time:

	Room Configuration *Requestor must return room to the configuration it was found after event concludes

	Requested Configuration: Theater (with aisle)  FORMCHECKBOX 
    Theater (no aisle)  FORMCHECKBOX 
    Rounds  FORMCHECKBOX 
    Classroom  FORMCHECKBOX 
    U-shape  FORMCHECKBOX 


	# Tables/Chairs (Using Above Configuration):

	Use of foyer (outside Auditorium) required?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, please specify:

	Use of Building 500 lobby required?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, please specify:

	Catering

	Will it be catered?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, by whom?
	

	Will Alcohol be served?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, provide TABC licensed company: 

	Access to space required prior to event?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, provide date/time: 

	Audio Visual

	Type of meeting (check one): In Person  FORMCHECKBOX 
    Virtual  FORMCHECKBOX 
    Both  FORMCHECKBOX 
    
	# of Speakers/Presenters:

	If virtual, check platform: Zoom  FORMCHECKBOX 
    Microsoft Teams  FORMCHECKBOX 
    Other  FORMCHECKBOX 
    
	If other, please specify:

	Are all presentations on a single deck?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	Do slides include audio/visual?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 


	Use of Projectors?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, check boxes: Left  FORMCHECKBOX 
    Right  FORMCHECKBOX 
    Center  FORMCHECKBOX 
    

	Use of Confidence Monitors?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, check boxes: 1 monitor  FORMCHECKBOX 
    2 monitors  FORMCHECKBOX 
    

	If required, check boxes:
	Lectern  FORMCHECKBOX 
    Podium  FORMCHECKBOX 
    
	Describe Additional AV Requests:

	Use of Microphones?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, check boxes: Lapel  FORMCHECKBOX 
    Wireless  FORMCHECKBOX 
    

	# of Lapel Microphones Required (8 available):
	# of Wireless Microphones Required (4 available):

	Janitorial *Only standard evening cleaning (after 5:00pm) is included in rental fee; see guidelines on next page

	Janitorial Day Porter required? 
MANDATORY for catered events, 4-hr min.
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, please specify below (i.e. tasks required during the day, food/beverage/signs/flyers removal, wipe tables after meals etc.)

	


Please note that the Auditorium will remain available to others until this event request form is reviewed. 
A request must be made at least 21 days, but no more than 60 days, prior to the event. 

