[image: image1.jpg]


Wesleyan School Event Form

Name:_____________________________
       Date:_________________

Complete this form for all events even if it does not require a set-up.

This is a ( New Request OR ( Revised Request
ACTIVITY or EVENT:  ______________________________________________________________________

Facility Requested:  









Date(s) Needed (Include set-up and rehearsal times): 







Time:  From ________am/pm  to __________ am/pm     Actual Performance/Event Time:  ___________ am/pm


Name of Group, Organization, Class, or Club:______________________________________ Number of people expected 
            

Contact Person: 



 Non-Wesleyan Employee:  Email address: _____________________________Fax #:________________
Please list all equipment needed.      Attach any diagrams if needed.
(  Check off which of the following you need and how many.
( Tables.  How many?____    ( Chairs.  How many?____   ( Lectern.    ( Trash Cans.  How many? ____    
( Sound system.  
( Microphones.  How many? ____   ( Lighting (Powell Theater)

( Other:  ___________________________________
Obtain initial approval from one of the following people for location of event:   Brian Kennerly, Chris Cleveland,  Ramona Blankenship, Joy Wood  or  DeWayne Cupples 

Signed


Date:




The following people must sign the form for the space to be reserved.
Warren Hall • Bowen Cafetorium                                                                         Janet Collins________     
Warren Hall Dozier Library                                                                            Julie Rosenkranz________   
Cleghorn Hall • Austin Chapel • Student Lounge •  Scott Patio                                Joan Lecoy_______
Powell Theater • DuBose Dining Hall • Adler Plaza • Main Mall
Donna Dixon ________

Chapman Library • McKeever Rm                                                      
Barbara McDonald________ 


Arts Building • Black Box Theater • Conference Room • Foyer
Malia Bagdy________
Grace Gym • Hoover Gym • Marchman Gym • Yancey Gym • All Athletic Fields • WolfTracker Plaza • Yancey Gym Hospitality Room •  Hoover Mezzanine                         Sam Walker (during school)________ OR  Carole Crighton (after school hours)________  
Davidson Natatorium
Linda Ellis________   

    

Facilities will place the event on the master calendar. (You may access the information and double-check set-up through the website).  NOTE:  To view your set-up info, go to the Master Calendar, then the proper month and date; if your event is underlined, click on your event, and the location and set-up info will pop-up. 


Facilities Signature _______________________________________Date ____________

Final approval has occurred when the event is posted to the calendar and you have received a copy of this form with all signatures.
PLEASE CALL FACILITIES FIRST IF EVENT IS POSTPONED OR CANCELLED
Step 1


Event & Location





Step 2


Set-Up





Step 3


Permission





Step 4


Reserve Space





Step 5


Master Calendar





Step 6


Confirmation








