	                                                           General Information

	Date of Event::
	

	Time of Event:
	

	Requested Soka Facility (if known):
	

	Attendance/Guest Count:
	

	Name of Event:
	

	Type of Event:
	

	SUA Affiliation or Sponsor (Dept or Name):
	

	                                                             Event Logistics

	Will Food be Served? Indicate caterer
	

	Will music be played?  What type?
	

	Approx. number of cars:
	

	ADA Accommodations?
	

	Type of Seating: (see diagrams below)
	

	Number of Tables needed:
	

	Type of Tables (Round/Banquet):
	

	Number of Chairs needed:
	

	Other Set-Up Needs:
	

	Note:  Costs for tables, chairs and other set-up needs are in addition to the Rental of Facility Cost.   

Labor charges for set-up/tear down of the room are also extra.

	                                                           Support Services

	Audio Visual Support required?  (Technician $50 per hour)
	

	Electrical Support required?  
(Technician $50 per hour)
	

	Note:  Costs for custodial and security services will be applied to each event.

	                                                          Contact Information

	Company/Association Name:
	

	Contact Name:
	

	Name of Person Signing Contract:
	

	Address:
	

	Phone Number:
	

	Fax Number:
	

	Email Address:
	

	Will admission be charged?
	

	Profit or Non-Profit Organization?
	


[image: image15.wmf]
                                                                                                  Space Request Form
[image: image1.jpg]Theater




  [image: image2.jpg]Schoolroom




  [image: image3.jpg]Conference
SO




  [image: image4.jpg]-Shape (In/Out)
B ap
HD 8{8

Y Ve Ve P




  [image: image5.jpg][anVanVanVan)

U-Shape (Out)

SN



  [image: image6.jpg]Cocktail

(@@
(@)



  [image: image7.jpg]Rounds





[image: image8.jpg]Semi-Circle

NV
%b 6&



  [image: image9.jpg]NN




  [image: image10.jpg]Chevron

Y
@\%%



  [image: image11.jpg]Crescent




  [image: image12.jpg]|

gleea

24 ===
q



  [image: image13.jpg]Hollow Rectangle




  [image: image14.jpg]Hollow Square





Please return this form to Fae Monroe, Manager of Events and Conferences

Email: fmonroe@soka.edu Fax: 949/480-4260; Direct: 949/480-4082









