California State University, Northridge

18111 Nordhoff Street

Northridge, California 91330

Reservation # _____________

CSUN EVENT APPROVAL FORM

This form must be completed for any non-student event to be held on the CSUN campus.

The Event Form for Students Events is available in the Matador Involvement Center in the USU.  Phone 818-677-5111.

1.
TITLE OF EVENT:
(Please complete this section for all events)

DATE:

2.
SPONSORED EVENTS:  Events that are organized entirely by a CSUN faculty member, faculty group, college or department with no outside organization/s involved, are sponsored events. (Please complete this section and complete sections 6 through 8, below).

NAME OF ORGANIZATION:

TYPE OF ORGANIZATION: (faculty, department, religious, non-profit, etc.)
APPLICANT: (The applicant is the individual responsible for conducting the event.)
NAME: 




PHONE:

FAX:

EMAIL:

3.
CO-SPONSORED EVENTS:  Events that are organized by a CSUN faculty member, faculty group, college or department in cooperation with an off-campus organization, are co-sponsored events. (Please complete this section and complete sections 6 through 8  below.) 

On-Campus Organization:

NAME OF ON CAMPUS ORGANIZATION: 

TYPE OF ORGANIZATION: (faculty, department, religious, non-profit, etc.)
APPLICANT: (The applicant is the individual responsible for conducting the event.) 

NAME: 




PHONE:

FAX:

EMAIL:

Off-Campus Organization:

NAME OF ON CAMPUS ORGANIZATION: 

TYPE OF ORGANIZATION: (faculty, department, religious, non-profit, etc.)
APPLICANT: (The applicant is the individual responsible for conducting the event.)
NAME: 




PHONE:

FAX:

EMAIL:

4.
NON-SPONSORED EVENTS:  Events that are organized by outside organizations with no sponsorship by a university group are non-sponsored events.  (Please complete this section and sections 6 through 8 below.)

If you need assistance please contact:

The University Licensing Manager in The University Corporation.  

Phone: 818-677-2744
Email: karla.larosa@csun.edu

Fax: 818-677-3017

Mail drop: 8309

Sierra Center, Third Floor

5.
FUNDRAISING EVENTS:  Fundraising events require coordination with University Advancement.  (Please complete this section and complete sections 6 through 8 below.)
If you need assistance with this form, please contact University Advancement.

Phone:  818-677-3006 
Email:  dominique.munoz@csun.edu  
Fax 818-677-5506

Mail drop:  8388 

University Hall, Room 110 

6.
INFORMATION ABOUT THE ACTIVITY:  Be specific. 

Type of Event:  (conference, festival, professional development, etc.)






Location Requested:




Size of Event: (Anticipated Attendance)

Day(s) and Date(s) of Event:

Reserved from:






a.m

p.m 

Starting Time of Event:






a.m

p.m 

Concluding Time of Event:

Potential Noise:   (Will there be, music, sound systems, megaphones and/or loud noise?)



  

Parking and Traffic: (Estimated number of vehicles)
Will Food Be Served? 

Custodial, Electrical, Other needs:

Other (specify): 
7.
APPLICANT CERTIFICATION:  (Applicant certifies that the proposed activity is to be conducted in accordance with the policies and procedures stated in the Facilities Manual and accepts the responsibilities described.)

Signature




Title




Date

Print Name




Print Title

NOTICE: A space reservation will not be confirmed without appropriate signatures. Your signature indicates that special permits, clearances or other requirements have been met or that arrangements have been made to satisfy these requirements.

8.
APPROVAL:
Approval of Sponsorship, Co-Sponsorship: (Is this event appropriate for your college or department?) 

Dean or Cabinet Member

Name, Title                                                                                   

Approval of Facilities Fee Waivers: (please include reason for waiving fee)

Dean or Cabinet Member

Name, Title

Approval of Room Reservations:

Room Reservations and Academic Resource Coordinator

Name, Title

NOTICE: Facilities fees are the only fees that can be waived. Direct costs cannot be waived. (Direct costs consist of  Public Safety, PPM, Parking, etc.)

1.6.2005


