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For Bake Sales and
Information Tables
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 representing an organization or department and are requesting the use of a Village Square table for a Bake Sale, Information Table, Speak Out or Coffeehouse.
If your table includes the sale of dry goods, please submit a request for a Vendor table to the University Events Office, 
(773) 442-4270.
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:     
Table Type (check one):

	 FORMCHECKBOX 
Bake Sale                              
	 FORMCHECKBOX 
Information                    
	 FORMCHECKBOX 
 Coffee House                  
	           FORMCHECKBOX 
Speak Out
	


Table Description (please list decorations, props, food items, music, etc. that you may have at your table):     
Estimated Participants (number of people sitting at table):     
Do you need electricity or audio-visual support?

 FORMCHECKBOX 
No

 FORMCHECKBOX 
Yes (If yes, please describe):

Date(s) and Time(s) Requested:

Event Date:     

Event Start:     



Event End:      
Alternate Date:     



Setup Request:

	 FORMCHECKBOX 
Single Table
	 FORMCHECKBOX 
Multiple Tables (ex. Fair)
	 FORMCHECKBOX 
Coffee House 

	
	Number of Tables:                       Number of Chairs:     
	


Would you like to have your event advertised on Nvision, the Student Union’s closed-circuit television system?

 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Additional Comments, Special Accommodations, etc.:     
Please review the following resources regarding Village Square tables:

· Use of Facilities Policy and Procedure Manual (re: Bake Sales, Charitable Solicitation, Distribution of Visual Communication), located in the Student Union Office, SU 207
· Fundraising by Recognized Student Organizations procedures, located in the Student Activities Office, SU 206
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