Student Union Reservation Change/Update Form
	Event /Activity Information

	Name of the Event/Activity
	     

	Event/Activity Date 
	     
	Room
	     

	Student Organization/Department/Company
	     

	Contact Name
	     
	Contact Email
	     

	Contact Phone Number
	     
	Cancellation
	 FORMCHECKBOX 
 
	Update/Change
	 FORMCHECKBOX 



	Event Logistics Change/Update

	New Pre Access Time
	     
	New Post Access Time
	     
	New Attendance
	   

	New Start Time
	     
	New End Time
	     
	New Seating Style
	 FORMDROPDOWN 



Changes in logistics are subject to availability.  Seating Styles will only be changed in appropriate rooms.
	A/V Equipment Change/Update

	Item
	Total Quantity
	Item
	Total Quantity
	Item
	Total Quantity
	Item
	Total Quantity

	Corded Microphone


	N/C
	Wireless Microphone
	N/C
	Lavaliere Microphone
	N/C
	CD Player
	N/C

	LCD Projector w/ DVD/VCR
	N/C
	TV w/ DVD/VCR
	N/C
	Document Camera

(Need LCD)
	N/C
	Projector Screen
	N/C

	Laptop
	N/C
	Power Point Advancer
	N/C
	Computer Speakers
	N/C
	Extension Cord/ Power Strip
	N/C

	Flip Chart
	N/C
	Marker Board


	N/C
	Easel
	N/C
	Overhead Projector
	N/C

	Music Stands
	N/C
	Microphone Boom Stands
	N/C
	Table Top Microphone Stands
	N/C
	Teleconference Phone


	N/C

	Other


	     
	  
	Other
	     
	  


	Furnishings Change/Update

	Furnishing
	Total Quantity
	Furnishing
	Total Quantity
	Furnishing
	Total Quantity
	Furnishing
	Total Quantity

	8’ Table


	N/C
	6’ Table
(Wood)
	N/C
	4’ Table
	N/C
	6’ Round Table
	N/C

	5’ Round Table
	N/C
	4’ x 8’ Staging
	N/C
	NW Podium

	N/C
	Podium


	N/C

	Table Top Podium
	N/C
	Traffic Control Post
	N/C
	Sign Holder
	N/C
	Whiteboard w/ Stand
	N/C

	Music Stand
	N/C
	Choral Risers
	N/C
	Backdrop
	N/C
	
	

	Other



	     
	  
	Other
	     
	  








