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For Window painting
To schedule window painting please return this form to:

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

(773) 442-4631   *E-mail – SU-Reservations@NEIU.EDU   *Fax – (773) 442-6082





Please use this form if you are requesting space to do window painting.  Please review and sign the procedures on back before submitting this request.

Please note that completing this form does not guarantee a Window Painting reservation. This form 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:      
Must include the Organization/Department name.  The name must be spelled out (no abbreviations).

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 (being promoted with Window painting):      
Event Date(s):      

Window Display Begin Date (day the painting will begin):      
Window Display End Date:      
Brief description of artwork:      
Sketch submitted with this request form?
 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
Desired Location

Window painting displays are limited to the following locations:

	
	Preferred Location
	Alternate Location

	Cafeteria West windows
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cafeteria South windows
	 FORMCHECKBOX 

	 FORMCHECKBOX 



· Window Painting displays are limited to two weeks.

· Sketch must be submitted at least one week before assigned window painting date. 
· Drawings and letters should be large and simple enough to be read from a distance and should include only one window.
· You must use the paint provided by the Student Union. It can be checked out at the Information Center with NEIU ID.
· Painters must use appropriate tarps, etc. to prevent paint splatters
· Painters are only allowed to paint on the glass windows, not the metal frames or any part of the doors

· All materials must be returned to the SU Information Center upon completion or before the Information Center closes, which ever comes first[image: image1.emf] 


