

SVC Scheduling and Event Services

Equipment Request 
Often events will require equipment that is not provided automatically with the reservation/ rental of a room. Please verify what supplies are already in the room with Barb Williams at (360)416-7695 or barb.williams@skagit.edu.  Complete this form to request the use of or set up of Student Life's equipment.


General Information

Todays Date:  November 7, 2011 FORMTEXT 

November 7, 2011

     
Organization/ Department/ Club [Sponsor] 
     



     




     
Contact Person  


Phone




Email 
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Vending / Information Table Request

Cardinal Center Lobby
  FORMCHECKBOX 

Vending Area (outside Counselling)    FORMCHECKBOX 


Free Speech Area   FORMCHECKBOX 

The Campus Center lobby can only be used by Mount Vernon Campus groups.  All non campus groups must use the vending area. There is a $25 per table fee for the use of the vending area. Proof of payment must be attached to this form to reserve the space. The vending fee is waved if the group holds non profit status.  Vending/ information tables will be set up with one table and two chairs. Student organizations may request up to ten tables for use in the Campus Center Lobby and no more than two tables in the Vending Area.

Date(s)      

     

     

     

     

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Bake Sale Approval

Non-Commercially prepared food must be pre-approved by Lynn Highet in Culinary Arts. Approval must be requested by the organization and an email confirmation must be sent from Lynn Highet to student.life@skagit.edu. To schedule a time to meet with Lynn please email her at lynn.highet@skagit.edu. 

Have you contacted Lynn Highet?  

Yes     FORMCHECKBOX 
            No   FORMCHECKBOX 





Please list the Non-Commercially prepared food that will be served or sold:

       


     


     
       


     


     
        


     


     
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Collection Boxes

Collections Boxes can be set out around campus but permission is required. To place collection bins in the Cardinal Center Building you need permission from Alan Muia. Please indicate the dates you would like to set them out and the locations you are interested in. If you are granted permission then you will be required to meet with one of the Student Life staff to discuss campus policies.

Start Date      



End Date      
 FORMTEXT 

Locations      
 FORMTEXT 

Type of items to be collected      
Audio
If you require audio equipment or assistance then you need to contact the Student Life office to make arrangements for someone to either set up and/or work during your event. The office of Student Life needs at least 2 weeks notice to add you to the calendar.

Please note which audio needs you will require.

Microphone:

How many?        



What Type?  Regular
 FORMCHECKBOX 

Wireless handheld  FORMCHECKBOX 


Wireless Lapel   FORMCHECKBOX 


Stand Type:  Table stand   FORMCHECKBOX 
 
Floor stand   FORMCHECKBOX 



Boom Mic Stand   FORMCHECKBOX 

Speakers:

How many?       
Please list any other equipment you need

     
The contact person listed on the front of this form will be contacted by the audio technician to find out the specifics of the request. If there is another person you would like contacted instead please add the information below.

     



     




     
Contact Person  


Phone




Email 

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Stage

There are three stage pieces that can be borrowed for events.

 FORMTEXT 
How many do you need?      
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Chairs
Every room on campus has a maximum capacity so before you bring more chairs into a room make sure that you will not be exceeding the amount of people allowed in the room.  Check with Barb Williams (416-7611) about each room's capacity. All the chairs purchased specifically for the Campus Center Building can not be removed from the building.
How many do you need?      
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Computer / Projector
If the room does not have a computer and you need one then contact Norma Lisherness in the Media Center 
(416-7781). If you are using the Multipurpose room and you need access to the computer please check out the key to the podium at the circulation desk in the library. The Student Life office does not unlock the podium.

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Multipurpose Room setup
Please contact Steve Epperson at steve.epperson@skagit.edu to make arrangements for the multipurpose to be set up with tables and chairs.

Student Life Office


2405 E College Way


Mount Vernon, WA 98273


Phone: (360) 416-7611


Fax: (360) 416- 7868


Email: student.life@skagit.edu








