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NDSU Memorial Union Reservation and Event Services


Request for Room Space
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Contact Person: _______________________________________





Email: _______________________________________________





Phone: ______________________________________________





COMPLETE Organization/Department Name (no acronyms): 





____________________________________________________


Event Title (Title will be listed on room card and event schedule):





____________________________________________________





Description of event: ___________________________________





____________________________________________________





Number attending: ___________ 





Date of event: ______________ (for multiple dates, see other side)





Start time: __________________ AM / PM





End time: __________________ AM / PM








NO EQUIPMENT CAN BE GUARANTEED


IF NOT RESERVED SEVEN (7) DAYS PRIOR TO YOUR EVENT.





CONTACT INFORMATION





How would you like your room setup?  Please choose one.





□ Open Square





Date Rec’d: 	


Completed by: 	


EMS #:  	








Please print.











□ Row Seating











      Please review the calendar to the right.  If you would like to schedule multiple meeting dates, please list the dates and times to the far right.  Holiday hours and other important dates are highlighted on the calendars for your reference.





□ Closed Rectangle





□ Classroom











□ U-Shape











Will your event require catering?  Yes*  /  No  





□ Floor Lectern	□ Wireless Handheld Mic			□ Staging


□ Floor Lectern w/mic	□ Wireless Clip-on Mic			□ Easel


□ Transparency Projector	□ Dry Erase/Flip Chart (w/ Paper $5)		□ Supercart


□ TV/VCR/DVD 	□ Dry Erase/Flip Chart (No Paper)			□ Other








What equipment will you need?  Please clearly indicate quantity next to equipment.





□ Ovals/Dining





1





2





3





4
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Do you have any special requests or comments?





________________________________________________________________





________________________________________________________________





________________________________________________________________





________________________________________________________________











□ Other – Describe in # 7.
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If you require catering, orders must be turned into the Reservation Office TWO (2) WEEKS prior to the event.  


( NO OUTSIDE FOOD is allowed without prior permission from Dining Services. (


*Please initial indicating that you understand the above statements: _________





August 2008	25 - Registration


		26 – First day of full classes





September 	01 – Labor Day





November 	11 – Veteran’s Day


		26 – Close at 5pm


		27 – Thanksgiving 


		28 – Day after Thanksgiving





December 	15-19 – Finals Week





January 2009 	12 – Registration


		13 – First day of full classes


		19 – Martin Luther King, Jr.





February	16 – President’s Day





March 		16-20 – Spring Break





April		09 – Close at 5pm


10 – Good Friday


		13 – Easter Monday





May 		11-15 – Finals Week





Memorial Union Hours of Operation:


Academic Hours         Summer/Holiday Hours


  M-F: 6:30a-11p	M-F: 7:30a-4p


  Sa: 10:00a-11p             Sa-Su: Closed


  Su: 1:00p-11p





A











FAILURE TO CANCEL YOUR RESERVATION OR USE ANY RESERVED AREA WILL RESULT IN A FEE AND JEOPARDIZE YOUR ORGANIZATION OR DEPARTMENT’S FUTURE USE OF MEMORIAL UNION FACILITIES.








2008-2009











Is your event a performance or will it requiring technical assistance? Yes*  /  No  





(A “PERFORMANCE & TECH RIDER” is REQUIRED and must be submitted with your room request form, before booking a performance event in the Memorial Union.  


For technical sound and light assistance, requests must be made (3) weeks in advance of the event. An hourly tech support fee will be charged to groups. (


*Please initial indicating that you understand the above statements: _________
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Will you be charging admission or a fee for your event?  Yes*  /  No  


( When a FEE is charged for an event, room rental rates will apply to all groups.(


*Please initial indicating that you understand the above statements: _________








*Please initial indicating that you understand the above statements: _________
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