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To Schedule an Event Please return this form to:

5500 N. St. Louis Avenue * Student Union Room 207

*Phone - (773) 442-4631   *Fax - (773) 442-6082

*E-mail - SU-Reservations@NEIU.EDU   



Please use this form if you are a non-University customer or represent a University organization or department that is planning an event involving multiple rooms or multiple dates.

If you are representing a University organization or department and are planning a meeting or event involving the use of only one room, please use the Reservations Request Form.

Please note that completing this form does not guarantee a facility reservation. It is used to initiate the request process.  The Student Union Space Administrator will review the form and determine whether or not the reservation can be made. Expect to be contacted shortly after the Student Union staff receives this form. Please call 773-442-4631 if you have any questions or concerns.


Organization/Department:     






Today’s Date:     
Name of Requestor:     
E-mail Address:     
Phone:     




Cell Phone/Pager:     

Fax:     
Mailing Address:     
Name of Event Coordinator (or person responsible for event planning details):     
 FORMCHECKBOX 
Same as above
E-mail Address:     
Phone:     




Cell Phone/Pager:     

Fax:     
Mailing Address:     
Event Name:     
Event Type (check all that apply):

	 FORMCHECKBOX 
Conference/Workshops
	 FORMCHECKBOX 
Academic Preparation/

    Student Development
	 FORMCHECKBOX 
Banquet
	 FORMCHECKBOX 
 Theatre  

      Performance
	 FORMCHECKBOX 
Recognition Program:


	 FORMCHECKBOX 
Meeting
	 FORMCHECKBOX 
Festival
	 FORMCHECKBOX 
Lecture
	 FORMCHECKBOX 
  Dance
	 FORMCHECKBOX 
Other:     


Event Description:     
Estimated Attendance:     
Audience: 

	 FORMCHECKBOX 
University Community
	 FORMCHECKBOX 
University Faculty/Staff
	 FORMCHECKBOX 
Non-University(please describe):     

	 FORMCHECKBOX 
University Students
	 FORMCHECKBOX 
University Alumni
	


Date(s) and Time(s) Requested (use back of this form if multiple dates or rooms are needed)

Event Date(s):     

Event Start:     



Event End:      
Alternate Date(s):     



Additional time needed to setup and tear down?       minutes before event

     minutes after event

Setup Request:

	 FORMCHECKBOX 
Clear Room
	 FORMCHECKBOX 
Conference 
	 FORMCHECKBOX 
Banquet
	 FORMCHECKBOX 
Other:     

	 FORMCHECKBOX 
Theatre/Lecture
	 FORMCHECKBOX 
U-Shape
	 FORMCHECKBOX 
Fair
	


Admission Fee:     


Funding Source:     
Registration/Admission Table(s)

Time of Registration/Admission:     
Number tables:     
Number of Chairs:     
Other:     
Additional Information on back of this sheet
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 FORMCHECKBOX 
Food Service (must use campus caterer):

	    FORMCHECKBOX 
Water Service (time):     
	 FORMCHECKBOX 
Dessert Reception (time):     
	 FORMCHECKBOX 
Served Meal (time):     

	    FORMCHECKBOX 
Coffee/Beverage Service (time):     
	 FORMCHECKBOX 
Buffet Meal (time):     
	 FORMCHECKBOX 
Other:     
(time):     


Is Alcohol being provided at your event?
 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
 FORMCHECKBOX 
Audio Visual

	    FORMCHECKBOX 
Slide Projector (number):     
	 FORMCHECKBOX 
Podium (number):     
	 FORMCHECKBOX 
Microphone (number):     

	    FORMCHECKBOX 
TV/VCR or DVD (number):     
	 FORMCHECKBOX 
Multimedia Project (number):     
	 FORMCHECKBOX 
Other:     (number):     


 FORMCHECKBOX 
Parking:

Number and type of vehicles:     
Additional Comments, Special Accommodations, Room Preferences, etc.:     
Please use this table to list schedule for multiple related events:

	Date
	Alternate

Date
	Time
	Alternate

Time
	Type of Event
	Preferred

Location
	Alternate Location

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


Page 3
General Information 

Additional Charges – Additional charges for labor, energy, security, parking, etc. may apply due to the timing and scale of your event.

Alcohol – Non-University sponsors must have alcohol catered by the campus Catering Service.  Please inform the Student Union Space Administrator if you plan to have alcohol service at an event.  University sponsors must receive approval by the President or appropriate Vice President to have alcohol service at an event.

Cancellations – Cancellations should be submitted at least 4 weeks before the scheduled event.  This enables us to reassign the space to another organization/department.  Failure to cancel your reservation at least 4 weeks before event may jeopardize your department’s/organization’s ability to reserve space in the future.

Catering/Food Service – Sodexho Campus Services has exclusive catering rights in the Student Union.  Please contact the General 

Manager at (773) 442-5335 to discuss catering arrangements and/or special requests.

Changes – please contact Student Union Space Administrator with any and all changes to event.

Events sponsored or co-sponsored by a University department/organization must be paid using a direct payment voucher (DPV).  DPVs must be received at least 2 weeks prior to the event.

Insurance – A Certificate of Insurance in the amount of at least one million dollars naming Northeastern Illinois University and its Board of Trustees as the covered parties is required to confirm your event.  The certificate must be submitted at least 2 weeks prior to your event.

Non-Smoking –Northeastern Illinois University has adopted a formal policy on smoking to guarantee clean indoor air.  Therefore, smoking is not permitted in any University facility.  

Payment – A Non-refundable deposit of 10% (of total charges) is required to confirm your reservation.  Deposits are due at least 4 weeks before the event.

Point of Contact – The Student Union Space Administrator will serve as your point of contact for all University services related to your reservation (food service, audio-visual, etc.)  Completing this form will enable our staff to contact various departments on your behalf.

Teleconference/Telecommunication – Please inform the Student Union Space Administrator if your event requires teleconferencing/telecommunications support.

