2025-26 Event Planning Sheet
	EVENT NAME
	

	REQUESTER
	



OVERVIEW: 
	EVENT DATE AND TIME
	

	NUMBER OF ATTENDEES 
	

	REGISTRATION REQUIREMENT
	

	IS THIS EVENT OPEN TO THE PUBLIC?
	

	WHAT IS YOUR PREFFERED LOCATION?
(LIST N/A FOR NO PREFERENCE)
	



Rooms in Savery Hall are free, classrooms in other buildings cost $30-$50/hr. The Walker-Ames room in Kane costs $81/hr. Rooms in the HUB cost $48-$405/hr. Library event spaces cost $75/hr. and may not allow catering in certain rooms.JH

GUEST(S) (LIST UP TO 3 – IF MORE THAN 3, INCLUDE IN THE COMMENT SECTION)
	NAME
	
	NAME
	
	NAME
	

	EMAIL
	
	EMAIL
	
	EMAIL
	

	AFFILIATION
	
	AFFILIATION
	
	AFFILIATION
	

	NOTES
	
	NOTES
	
	NOTES
	



ADVERTISING: Our usual email schedule sends a reminder for upcoming events 2 weeks, 1 week, 3 days and day of. Please include in the comments box if you would like something different. If you would like a poster, please provide all materials two weeks in advance.

	POSTERS (Y/N)
	

	EMAIL (Y/N)
	




WOULD YOU LIKE THIS ADDED TO THE DEPARTMENTAL CALENDAR? Y
N

*Please check the events calendar for any conflicts, and let me know if you would like it added to the website calendar
COMMENTS:
	




