EVENT REQUEST

*fill out completely*

Office of Student Life | Campus Center
North Hennepin Community College
studentlife@nhcc.edu | 763-424-0801

Club/Organization Name:

Event Date: Location/Zoom Link:

*Already reserved?  Yes  No

Event Title:

Start & End Times:

Event Requestor Name & Title:

Event Requestor Email: Event Requestor Phone: Advisor Attending?
Yes No
Number of People Expected: Event Description:
Event Requestor Signature: Club/Org Advisor Signature:
| FUNDING | MAINTENANCE Needs | OUTCOMES

Total Event Budget $

Club/Org Cost Center

O None Ex
Stage
Size: Full Half
Tables
Number
Other:

Please use the back side of this paper to
explain event set up so a Facilities
Request can be accurately completed by
the Office of Student Life.



This form is to be completed and turned in


mailto:studentlife@nhcc.edu
mailto:disability@nhcc.edu

Arrange for Security and Parking
o Ifyou need visitor parking passes, please contact the Information Center at info@nhcc.edu.

o0 Ifyou need to reserve parking spaces for your event contact the Office of Student Life.

o0 If Public Safety staff is required for your event, send a request to the Office of Student Life. For events requiring security
outside of normal working hours, overtime must be approved in advance by the Director of Public Safety and that cost will
come out of your club/org budget. Please plan for additional time for events that require overtime staffing, and budget

accordingly.

Arrang
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