REQUEST FOR VISITOR USE OF SPACE
1. Requests for use of space by visitors must be submitted to Business Services (Room 7323) at least one week in advance of the date of proposed activity.

2. Space will be assigned by the Office of Business Services.  Assigned time will be limited to accommodate campus operations.
3. If approval has not been granted, you will be asked to discontinue the activity.
4. In order to accommodate requests, it is necessary to limit requests to two four hour blocks per week per each form. Each additional request must be submitted on a separate request form.
5. Requests are approved on a space available basis. Priority will be given to college departments, student organizations, students, faculty, and staff. 

6. Reservations are valid only for the date authorized on form. 
7. A reasonable charge may be made to cover costs of such facilities, including utilities, police protection, janitorial services, and other necessary expenses.
8. NO SALES OR FUND RAISING OF ANY KIND ARE PERMITTED.

** FAILURE TO ABIDE BY THESE RULES MAY RESULT IN FUTURE REQUESTS BEING DENIED **

Organization Name:











Individual Responsible:










Address:













Telephone No.:





__ Fax No.:



______
Name(s) of Person(s) Staffing Table:







______
Date Requested:











Time(s) Requested:












Will solicitation include the distribution of literature?:







Specific Purpose of solicitation and/or literature:








Specific Activities (if any): ______________________________________________________________
Will you require a table and chairs? _________________________________________________________
I have read the above and agree that my organization will abide by these rules.

(Signature)                                              (Printed Name)                                                          (Date)

BUSINESS SERVICES APPROVAL:  ___________________________________ Date:




ASSIGNED LOCATION: _________________________________________________
Distribution:    Business Services (white)    Organization (yellow)    Sinclair Police (pink)    Student Leadership Development (gold)   Revised 02/2009                                             
           

