EASTERN CONNECTICUT STATE UNIVERSITY

FACILITIES REQUEST FORM

This Form Is To Be Used Only By University Groups For Internal Usage

 Date of Application:



 (CHECK ONE)                       New Request             
        
 Modify Previous Request
         
 Cancel Request
 Event Day/Date: 



        Event Title: 








Building: 





Room: 







Set Up Time:
             AM or PM

Event Start: 
            AM or PM   
Event End:
              AM or PM   
Breakdown End Time:
              AM or PM    

Contact Name: 





       Contact Telephone: 





Name of Student Org or Dept:  



       Student Org. Contact Email: 



              











        (Please use club’s ECSU acct.)

Applicant Name: 



 Signature: 




  Date: 




Advisor Name: 



 Signature: 




 Date: 



      
(for Student Organizations)
Person(s) Responsible for Clean-Up: 











REMINDERS

Submission of this form DOES NOT guarantee the reservation - A returned and approved form or email is the confirmation.
The person(s) requesting the facility are responsible to notify departments below of services needed

•
If Audio/Visual Equipment is required for your event and the event is being held in the Student Center, please email the 
       request to stuctrmedia@easternct.edu
•
If Audio/Visual Equipment is required for your event and the event is being held in a location other than the Student Center, please email the request to mediaservices@easternct.edu  

•
If Food Service is needed, contact Chartwells at catering@easternct.edu
•      If you would like assistance advertising your event, contact the University Relations office, X5-5735  at least two weeks prior to the event.

•
If you have security, metal detector, and/or parking concerns please contact Campus Police by emailing Sgt. Schneider at 
       schneiders@easternct.edu  a minimum of two weeks prior to the event.

Please notify the appropriate Department / Office of any Cancellations
Estimated Attendance: 


Admission Charge:    
     Yes           No

Will food be ordered:        Yes          No
What Type:  




Food Supplier: 




Metal Detectors Needed:        Yes         No

Cash Box Needed:         Yes           No

Stage:             Yes           No

Podium:        Yes         No          

Microphone:        Yes         No

Rectglr. Tables: # 
        
Round Tables: #

Chairs: #


Other: 



FOR OFFICE USE ONLY

APPROVED:






COMMENTS






DISAPRROVED






DATE







The Building Supervisor granting approval of the request will send out the copies to those below as necessary
CC:
Maintenance, University Police, University Relations, Relations, Calendar Coordinator, Applicant, ITS, Chartwells, Media Services      Rev. 07/11
BUILDING AND SPECIAL ROOM LOCATION CODES
	Buld.

Code
	Room

Code
	
	
	Buld.

Code
	Room

Code
	

	
	
	
	
	
	
	

	GH
	
	Goddard Hall Classroom Building
	
	SP
	
	Sports Center

	
	LOBBY
	Lobby
	
	
	GYM
	Gymnasium, Sports Center

	
	***
	If reserving a classroom, use room #
	
	
	CFRM
	Conference Room, Sports Center

	
	
	
	
	
	RC/SC
	Racquetball/Squash Courts, Sports Ctr

	GRH
	GRANT
	Grant House
	
	
	POOL
	Pool, Sports Center

	
	
	
	
	
	DSTU
	Dance Studio, Sports Center

	HH
	
	Hurley Hall Dining Facility
	
	
	LKRM
	Locker Rooms, Sports Center

	
	FDR
	Faculty Dining Room
	
	
	LOBBY
	Sports Center Lobby

	
	PDR
	President’s Dining Room
	
	
	
	

	
	
	
	
	ST
	
	Student Center

	LI
	
	J. Eugene Smith Library
	
	
	BTR
	Betty Tipton Room

	
	JR
	Johnson Room
	
	
	MR
	Meeting Rm (Indicate lecture, conference table or U-shaped style)

	
	
	
	
	
	Theater
	Theater

	MC
	
	Media Center Classroom Building
	
	
	CAFÉ
	Café

	
	***
	If reserving a classroom, use room #
	
	
	LOBBY
	Lobby

	
	
	
	
	
	VendorA
	Vendor Table

	PT
	
	Wickware Planetarium
	
	
	VendorB
	Vendor Table

	
	
	
	
	
	Patio
	Outdoor Patio

	SB
	
	Science Building
	
	
	
	

	
	LOBBY
	Lobby
	
	WH
	
	Webb Hall

	
	RR
	Resource Room (3rd Floor)
	
	
	LOBBY
	Lobby

	
	***
	If reserving a classroom, use room #
	
	
	***
	If reserving a classroom, use room #

	
	
	
	
	
	
	

	SH
	
	Shafer Hall Classroom Building
	
	WSSC
	
	Wood Support Services Center

	
	LOBBY
	Shafer Hall Lobby
	
	
	LOBBY
	Lobby

	
	AKUS
	Akus Art Gallery, Shafer Hall
	
	
	100A
	Conference Room

	
	SAUD
	Auditorium, Shafer Hall
	
	
	100B
	Conference Room

	
	SAUD L
	Auditorium Lobby, Shafer Hall
	
	
	100D
	Conference Room

	
	HHT
	Harry Hope Theatre, Shafer Hall
	
	
	
	

	
	***
	If reserving a classroom, use room #
	
	
	
	Outdoor Locations

	
	
	
	
	
	HHCY
	Hurley Hall Court Yard

	
	
	
	
	
	WHL
	Webb Hall Lawn

	
	There are 
	other area on campus but only these
	
	
	PGP
	Parking Garage Plaza

	
	Spaces 
	are designated for reservation.
	
	
	WSSCL
	Wood Support Services Lawn

	
	
	
	
	
	
	

	
	
	
	
	
	
	


BUILDING AND SERVICE CONTACTS

	Athletic Facilities and Fields
	Scott Smith
	X-54332

	Classrooms & Shafer Auditorium
	John Bazin
	X-54357

	Harry Hope Theatre
	Ellen Brodie
	X-55122

	Housing Facilities
	Applicable Hall Director
	

	Grant House
	Donna Snell
	X-55267

	Library Johnson Room  
	Events Office
	X-55267

	Lobbies in Goddard, Webb and Shafer
	Events Office
	X-55267

	Outdoor Non-Athletic Spaces
	Events Office
	X-55267

	Media Services
	Nick Messina
	X-50209

	Akus Art Gallery
	Roxanne Deojay
	X-55574

	Planetarium
	Zoran Pazameta
	X-55300

	President's Dining Room / Faculty Dining Room
	Chartwells Catering
	X-55052

	Science Building Lobby & Resource Center
	Events Office
	X-55267

	Student Center (student requests)
	Michelle Delaney
	X- 50105



	Student Center (faculty and staff)
	Events Office
	X -55267


