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Campus Event Inquiry Form

Requests for CSM event space must be submitted to Conference Services no later than
45 days prior to the event.

THIS FORM DOES NOT CONSTITUTE A RESERVATION.
This is a request for space usage. Please complete all information requested and return to Conference Ser-
vices. If all information is not provided, the request will not be processed. If space is determined to be
available, a formal application with appropriate insurance requirements will be forwarded to Organizer.

Organization Information

Organization:

Contact:
Address:
Phone:

Event Information

Event Title: Event Date:

Event Time: Start am/pm End am/pm Expected Attendance

Set Up: Theater Banquet Conference  Classroom
(circle one)
Exhibit Reception

Facility Requested:
(circle) Student Center Field House Recreation Center Volk Gym

Green Center Classroom/Lab Geology Museum Other
Outdoor Areas

Requested:
(circle)

Kafadar Commons  Stratton Commons  IM Fields Staging Areas

Athletic Fields Campus Streets & Sidewalks (races/parades)

Is food being served? Is alcohol being served?
Yes No Yes No
ARAMARK has exclusivity to food If yes, a Request to Serve Alcohol Form
distribution in the Student Center and must be completed and turned in with
Student Recreation Center. form.




Please provide all the following information on this form.
Attach additional pages if necessary.

Event Objective:

Activities Planned:

Method of Advertising (on campus, off campus):

Target Audience:

How wiill you staff the event?

Type of business of host organization (corporation, LLC, or sole proprietor) and does he/she/it
carry workers’ compensation insurance?

Handouts & Giveaways:

Will you charge admission?

Will you have parking requirements?

Will you require road closures:?

Are more than 50% of the attendees Mines students?

Is security required?

Will any temporary structures be erected (tents, canopies, stages)
Will you be serving alcohol?

Will the event involve any vending or sales of any product?
Will the event involve any marketing, sales or business offers?
Will the event involve distribution of free literature?

Will the event involve participant political activity?

Will the event involve public speech activities?

Please return: Conference Services
238 Ben Parker Student Center
1600 Maple Street
Golden, CO 80401
conference@is.mines.edu
303-273-3084




