
	UNT System Event Request
 * This form must be submitted at least 5 business days before the event date. *

** This is a request and is not final until you receive confirmation from UNT System.  **

	Event Name
	     
	Event Date
	     
	Expected # of Attendees
	     

	Purpose/Theme
	     

	Venue/Room#
	If multiple venues/rooms and dates are needed for this event, list all requests here.   If you need more than six venues, please attach a separate sheet with details.

Venue 1:                                 Date Needed:                   Start/End Time:            
Venue 2:                                 Date Needed:                   Start/End Time:            
Venue 3:                                 Date Needed:                   Start/End Time:            
Venue 4:                                 Date Needed:                   Start/End Time:            
Venue 5:                                 Date Needed:                   Start/End Time:            
Venue 6:                                 Date Needed:                   Start/End Time:            

	Primary Contact Information
	Campus/Dept/Org:       
Name:                                                         

Phone Number:                                         Email:       

	Secondary Contact Information
	Campus/Dept/Org:       
Name:                                                         

Phone Number:                                         Email:       

	* If applicable, contracts must be submitted and signed by Legal/PPS as applicable. *

	Contract Involved
	 FORMCHECKBOX 
  Yes                   FORMCHECKBOX 
 No

	Program Components - This section helps UNT System coordinate use of dock, schedule of staff, and/or setup time.

	Programming
	Check if applicable:
 FORMCHECKBOX 
  Speakers         FORMCHECKBOX 
  Presentation        FORMCHECKBOX 
  Lecture

 FORMCHECKBOX 
  Catering Food Service 
              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
 FORMCHECKBOX 
  External Rental Equipment Provider

              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
              Vendor Name/Phone/ETA:       
 FORMCHECKBOX 
  Other (Specify):       



	UNT System does not provide food or beverage service. You must coordinate your own catering.  Filling out the following information will help us determine how best to set up the room for maximum efficiency.

	Requester’s Plans for  Meals/  

Food Service
	Please check all that apply: 
 FORMCHECKBOX 
  State items to be pre-set:       
 FORMCHECKBOX 
  State serving times:       
 FORMCHECKBOX 
  Catering Contact Information
                 Name:                                                           Phone:       
                 Email:       
Please describe type of service. This will help us with setup:
 FORMCHECKBOX 
  Formal dinner [full formal table setting]
 FORMCHECKBOX 
  Informal dinner [dinner table setting]
 FORMCHECKBOX 
  Business/working lunch

 FORMCHECKBOX 
  Breakfast

 FORMCHECKBOX 
  Lunch

 FORMCHECKBOX 
  Reception   FORMCHECKBOX 
  Passed hors d’ouvres     FORMCHECKBOX 
  Food stations 

 FORMCHECKBOX 
  Outdoor event – picnic/BBQ

Please describe style of service. This will help us with setup:

 FORMCHECKBOX 
  Buffet        FORMCHECKBOX 
 Hot    FORMCHECKBOX 
 Sterno      FORMCHECKBOX 
 Cold      
 FORMCHECKBOX 
  Plated

 FORMCHECKBOX 
  Served

 FORMCHECKBOX 
  Specify items to be pre-set:       
 FORMCHECKBOX 
  Specify items to be offered at guest arrival:       
Food Table Setup
 FORMCHECKBOX 
  Room:       
 FORMCHECKBOX 
  Hallway:       
 FORMCHECKBOX 
  Lobby:       

	Requester’s Plans for Break
	 FORMCHECKBOX 
 Coffee          FORMCHECKBOX 
 Soda/Water        FORMCHECKBOX 
 Snack/Break Food        FORMCHECKBOX 
 Dessert/Sweets

	Requester’s Plans for Bar Types/ Options
	Bar Types/Options        FORMCHECKBOX 
  Open Bar        FORMCHECKBOX 
  Cash Bar
 FORMCHECKBOX 
  Wines              FORMCHECKBOX 
  Beer                      FORMCHECKBOX 
  Champagne             FORMCHECKBOX 
  Sodas 
 FORMCHECKBOX 
  Iced Tea          FORMCHECKBOX 
  Coffee                   FORMCHECKBOX 
  Water                       FORMCHECKBOX 
  Sparkling Water

* ALCOHOL CANNOT BE SERVED BEFORE 5:00 PM WITHOUT SPECIAL PERMISSION.  YOU MUST HAVE A TABC CERTIFIED SERVER AND INSURANCE CERTIFICATE.


	Unless otherwise noted, UNT System does not supply the following services or items.  We ask for this information to help us understand the overall needs so that our staff can better assist.

	Requester’s 

Plans for 

Event Supplies
	UNT System can provide these items

 FORMCHECKBOX 
  Fire Extinguisher

 FORMCHECKBOX 
  Carpet Runners

 FORMCHECKBOX 
  30.06 Signage

 FORMCHECKBOX 
  Tripods (Specify how many signs are needed):                    

UNT System does not provide these items.  This is only for reference.

 FORMCHECKBOX 
  Pipe & Drape – Fire Retardant 1
 FORMCHECKBOX 
  Sterno

 FORMCHECKBOX 
  Table cloths

 FORMCHECKBOX 
  Signs (How many signs will be displayed and their locations):            

	Requester’s 

Plans for 

Décor
	UNT System does not provide these items.  This is only for reference.

 FORMCHECKBOX 
  Balloons          FORMCHECKBOX 
  Props         FORMCHECKBOX 
  Floral

 FORMCHECKBOX 
  LED or Special Lighting             FORMCHECKBOX 
  Runners, Chair Covers, etc.
 FORMCHECKBOX 
  Other (Specify):       

	Requester’s Plans for Photos/ Videos
	UNT System does not provide photography or videography services.

     


	Requester’s 

Plans for Entertainment Type
	This is only for reference.  Please check all that apply.
 FORMCHECKBOX 
  Speeches

 FORMCHECKBOX 
  Live music [music stands, mics, piano, etc.]
 FORMCHECKBOX 
  Background/mood music

 FORMCHECKBOX 
  Performance

 FORMCHECKBOX 
  Lecture

 FORMCHECKBOX 
  Activity 
 FORMCHECKBOX 
  Other (Specify):       

	Requester’s Plans for 

Valet/ Parking
	UNT System does not provide valet services or parking.  Requester must coordinate with City of Dallas, Elm St Garage or third party valet service.  Please check all that apply.
 FORMCHECKBOX 
  ADA Accessibility 

 FORMCHECKBOX 
  Reserved Parking for special guests, speakers, workers, etc.

 FORMCHECKBOX 
  Parking Attendants

 FORMCHECKBOX 
  Signage
 FORMCHECKBOX 
  Parking Garage/Lot Availability

 FORMCHECKBOX 
  Guest Escorts/Golf Carts to and from parking lot

 FORMCHECKBOX 
  Hooding Meters
 FORMCHECKBOX 
  Other (Specify):       


	This section is to help us understand the Facilities, Information Technology and Audio/Visual requests for the event.  You may sketch the room layout on a separate page and attach to this request.  UNT System will review and confirm a final room layout with you.

	IT/AV Needs
	 FORMCHECKBOX 
   Audio/Visual      FORMCHECKBOX 
   Laptop/Projector Combo        FORMCHECKBOX 
   Screen
      FORMCHECKBOX 
   Sound System    FORMCHECKBOX 
   Background/Mood Music 
      FORMCHECKBOX 
 Microphone        FORMCHECKBOX 
 Lapel       FORMCHECKBOX 
 Hand-held       FORMCHECKBOX 
 Standing
 FORMCHECKBOX 
   Digital Signage (If checked, please provide Powerpoint slides at 16:9 ratio)
 FORMCHECKBOX 
   WiFi Access
 FORMCHECKBOX 
   Other Items (Please list):       

	Facilities
	Check-in/Registration Requests:

 FORMCHECKBOX 
 Table(s)  (How many?):          
 FORMCHECKBOX 
 Catering (How many?):         
 FORMCHECKBOX 
 Sign-in (How many?):         

 FORMCHECKBOX 
 Coat Rack      
 FORMCHECKBOX 
 Umbrella Stand  
 FORMCHECKBOX 
 Stantions (How many?):             

 FORMCHECKBOX 
 Wheelchair   
 FORMCHECKBOX 
 Trash Cans (How many?):         
 FORMCHECKBOX 
 Other (specify):       
Seating Styles:
 FORMCHECKBOX 
  Table seating  [6’ tables]   (for       people)
 FORMCHECKBOX 
  Classroom style (for       people)
 FORMCHECKBOX 
  Boardroom style (rectangle for       people)
 FORMCHECKBOX 
  Theatre style [only available in certain rooms]  (for       people)
 FORMCHECKBOX 
  Panel/Seating on stage (for       people on stage)
 FORMCHECKBOX 
  Stage/Stairs

 FORMCHECKBOX 
  Conversation Rounds [high - AKA “leaners” - and low] 
Room Set Up -  UNT System will confirm and fill in the following:
 FORMCHECKBOX 
  Plants    FORMCHECKBOX 
 Remove    FORMCHECKBOX 
 Rearrange
 FORMCHECKBOX 
  Lectern/Podium:      FORMCHECKBOX 
  UNTS sign        FORMCHECKBOX 
  COL sign    FORMCHECKBOX 
   Other  [Requester to provide]
 FORMCHECKBOX 
  Sketch of room layout 

 FORMCHECKBOX 
  Stage/stairs

 FORMCHECKBOX 
  Backdrop      FORMCHECKBOX 
  UNTS        FORMCHECKBOX 
  COL    FORMCHECKBOX 
   Other (Requester to provide)
 FORMCHECKBOX 
  Check temperature of room and adjust accordingly

 FORMCHECKBOX 
  Check lighting and adjust accordingly

 FORMCHECKBOX 
  Unlock – Specify unlock/lock times:       


	UNT System Staff Assignments
	Does UNT System need to make arrangements for additional personnel to work the event?
        FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No 

If yes, UNT System to confirm and fill in the following:

Requested Arrival Time

Anticipated Departure Time

 FORMCHECKBOX 
 Security 

·      
·      
·      
·      
·      
·      
·      
·      
·      
·      
·      
·      
 FORMCHECKBOX 
 Custodial
·      
·      
·      
·      
·      
·      
 FORMCHECKBOX 
 Facility
·      
·      
·      
·      
·      
·      
 FORMCHECKBOX 
 Management
·      
·      
·      
·      
·      
·      



	This section is for any additional requests or information that requires attention. 

	Special Needs
	If there are any special requests, please explain here:

     


	Agenda/ Timeline
	If there is any additional information about the Agenda or Timeline, please explain here:

     


	Other

	If there is anything else that has not been covered, please explain here:
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