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Facility/Services Request

Millennium Student Event & Center Conference Services

Office of Building Operations • Division of Administrative Services

  One University Blvd. • 218 Millennium Student Center • St. Louis, MO 63121 • 314-516-4346 • 314-516-5320 Fax

Today’s Date: _____________________________________   Date of Event: ____________________________________________

Name/Brief Description of Event: _______________________________________________________________________________

Organization: __________________________________   Address: ____________________________________________________










Street


City/State

 Zip
Contact Person: ____________________________________________   Email: __________________________________________

Phone: (Daytime) ______________________________  (Evening) __________________________  (Fax)  _____________________

Billing Address:  _____________________________________________________________________________________________





Street



City/State





Zip
Type of Group:
[  ] Student, ID#________
[  ]  Faculty [  ]  Staff  [  ]  Alumni, Year Graduated ______  [  ] Non-Profit   [  ]  Public

    Meeting/Dining Space Requested
Start – End Time
  Number Attending
             Room Setup Style*
	
	
	
	

	
	
	
	

	
	
	
	


*Setup Styles Available:  (Diagrams are required for “Other” setups.  Floor plans are available or use the reverse side of this form.)

[  ]    Theater    [  ]    Conference    [  ]    Closed Square    [  ]    U-Shaped    [  ]    Circle of Chairs    [  ] Banquet Rounds    [  ]  Other

Audio-Visual Required:  [  ]  Yes    [  ]  No     A/V Equipment/Services Available:  Overhead Projector, VCR/Monitor, 16mm Slide Projector, Microphone w/stand, Screen, Wireless Microphone, LCD Projector, Flip Chart, Podium, Video, Cassette/CD Player, Portable Stage (4 ft. x 8 ft. sections - 12 maximum ), Internet.  

Type of Equipment/Service Needed
       Quantity

         Room

          Total Hours Needed
	
	
	
	

	
	
	
	

	
	
	
	


Event Liability Insurance is required for all non-University sponsored events.  Insurance may be purchased through the University or requestor may purchase it through another carrier.  If self-provided, requestor must submit a certificate of insurance with the signed contract.  Requestor will purchase insurance through University   [  ]  Yes      [  ]   No                Requestor will provide certificate of insurance   [  ]  Yes

Parking:  Number of Cars _______________ Buses ______________           Number of permits required ($3 each) ____________

Does this reservation involve food/beverage?  [  ]  Yes     [  ]  No
           Will alcohol be served?   [  ]  Yes     [  ]  No

All food/beverage must be purchased through the University’s contracted food service company.  To arrange call 516-4321.

Method of Payment:  ______________________________
Requestor’s Signature: _____________________________________

            Make checks payable to: UM-St. Louis.   A credit card is required for charges incurred after final payment has been made.
MSC reserves the right to substitute space.  Requestor will be notified of substitution(s). Requests requiring rental will involve additional charge(s).

A $50.00 non-refundable application fee is due upon submission of this form.  
---------------------------------------------------------------------For Office Use---------------------------------------------------------------------------

Estimated Costs:   Room(s): _____________________   Special Room Setup: _________________    Audio-Visual: ______________    

Catering: ________________   Event Liability Insurance: ________________     Additional Staff:  ____________________________     












                ($10/hr. Min. 4 hrs)

Misc: __________________   TOTAL: _______________  Deposit/Contract Due: ____________  Balance Due:  ________________

Processed by: _________________________________  Date:  ____________________________  Reservation #: ________________
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