LONE STAR COLLEGE-TOMBALL

ORGANIZATION/EVENT INFORMATION
BUILDING USE APPLICATION - AGREEMENT


	Contact Person
[bookmark: Text21]Name:        
[bookmark: Text2]Address:      
[bookmark: Text3]     
[bookmark: Text4]Home Phone:      
[bookmark: Text5]Work Phone:      
	Organization
[bookmark: Text6]Name:      
Address: 
[bookmark: Text8]     
[bookmark: Text9]Phone:      
[bookmark: Text10]Fax:      

	[bookmark: Text32][bookmark: Text33]Date (s) of Event:           
	[bookmark: Text12]Time of Event:      

	[bookmark: Check5][bookmark: Check2]Facility Requested: |_| S160       |_| E100
[bookmark: Check4][bookmark: Check3][bookmark: Check21][bookmark: Check22]                                |_| S103       |_| N103                                                                                                                                                                                                     Conference Center  |_| A   |_| B  |_|  C 
	[bookmark: Text13]Description of Event:      

	[bookmark: Text14]Facility Use Time:      
	[bookmark: Text20]Number of Attendees:      

	[bookmark: Check8][bookmark: Check9]Student Ambassador Requested: |_| Yes       |_| No 



	[bookmark: Check10][bookmark: Check11][bookmark: Text18]Will food services be needed? |_| Yes    |_| No    If yes, OUR FOOD SERVICE DEPARTMENT RESERVES THE RIGHT FOR FIRST REFUSAL.  Please call Gilda Foster at (281) 357-3601 or email her at: gilda.m.foster@lonestar.edu   Note:  It is the responsibility of the requester to arrange or cancel food orders.  Budget Code for Catering:      



	SPECIAL SERVICES/EQUIPMENT

	[bookmark: Check12][bookmark: Check13][bookmark: Check16][bookmark: Check30]Type of Table Set-up:    |_| Classroom         |_| Conference         |_| U Shape         |_| Round Tables
[bookmark: Text22]                                       Number of Tables & Chairs:       

	Special Room Configuration (attach diagram)
	[bookmark: Check14][bookmark: Check15]Is Stage Required: |_| Yes      |_|  No 

	[bookmark: Check17][bookmark: Check18]Custodial Requirement: |_|  Yes     |_| No   (Required if food is served)



	[bookmark: Check19][bookmark: Check20]Audio/Visual/Computer equipment required: |_| Yes    |_| No    If yes, please check type of equipment (equipment will be placed prior to event):

[bookmark: Check23][bookmark: Check24][bookmark: Check25]|_| Projector/Computer Cart for Power Point       |_| PA System w/Microphone       |_| TV/DVD/VCR
[bookmark: Check27][bookmark: Check26][bookmark: Text23]|_| CD Player                                                       |_| Other (specify)         
[bookmark: Check28][bookmark: Check29]Media Technician needed for equipment training prior to event?   |_| Yes     |_| No  
If you have other specific media needs not listed on this form, please contact Media Services directly at 281-357-3618 or email TomballMediaServices@lonestar.edu to discuss parameters at least three weeks prior to event.

	

	





[bookmark: Text31]     										
Submitted by:						Sandra Moye
							Lone Star College-Tomball Event Coordinator
[bookmark: Text30]     
Department


Community Relations services and Media Services Technicians will be available for internal events only.  Minimum notice of four weeks is required.  Request forms are available in CR office.  All other departments require 7-10 working days advance notice for their services.  Failure to comply could result in services not being available.

The Board of Trustees recognizes that Lone Star College-Tomball was created to help meet the general educational, cultural, and recreational needs of the community.  Consistent with this philosophy is the college’s willingness to make available its facilities to community groups when such use does not interfere with the instructional mission of the institution and is consistent with the educational service of the College.
Lone Star College-Tomball is part of the Lone Star College System, which provides equal employment, admission, and educational opportunities without regard to race, color, gender, religion, age, national origin or disability.
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