Willamette University

Event Classification Form
For Campus Events

Willamette University facilities and grounds are primarily designed and reserved for supporting the educational mission of the institution.  Secondarily, Willamette space is used to facilitate related activities of interest to the University.  The facilities and grounds also may be made available to other users if space and support staff is available after meeting other needs. 
(If applicable to your event, closely review the Responsibilities of a University Organizer or Host and fill out the form below).
Please complete this form, and send to the Office of Scheduling, Events, and Conferences.  
	Category of User/or Event                                                                                                                                                                                                                                                                                                                   

1) Official Willamette University event:  Event entirely organized by a registered student organization or official Willamette University department.  Attendance is designed for the Willamette University community with no direct or indirect cost to attend.  Any charges (catering, speaker fees, special order equipment, unusual clean up, etc.) are paid with a university account number.  Standard facility fees are waived.
2) Invited/Sponsored guests or organizations:  Event is scheduled and organized by a registered student organization or official Willamette University department.  The Willamette University host must be present at the event and fulfill the “Responsibilities of an Organizer or Host.*”   Attendance includes non Willamette guests as well as Willamette University staff, faculty or students.  An event/space request form must be completed and submitted to the University Facilities and Events Committee.  Unless otherwise determined, the non Willamette University guest organization will be required to provide a Certificate of Insurance and sign a Letter of Agreement with the University. In some circumstances the standard facility fees may be partially waived depending upon the type of event and its requirements.
3) Professional Organizations: Event hosted* by a Willamette University staff or faculty member as a result of their membership in a professional organization directly related to your position at the University.  An event/space request form must be completed and submitted to the University Facilities and Events Committee.  Unless otherwise determined, the non Willamette University guest organization will be required to provide a Certificate of Insurance and sign a Letter of Agreement with the University.  In some circumstances the standard facility fees may be partially or fully waived.
4) Off Campus:  Not directly invited or sponsored through an official Willamette University department or a registered student organization.  Attendance primarily is not made up of Willamette University community.  A single point of contact is required.  The organization will be required to sign a Letter of Agreement and provide a Certificate of Insurance. Standard facility fees will be assessed.
 * Responsibilities of a University Organizer or Host 
Whenever a Willamette University individual, department or campus organization invites non Willamette University guests to an event on campus, the University commits space and staff time that may impact other scheduled activities.  Therefore, the host and organizer must be an employee of the University.  Further, they must bear specific responsibility to the event including but are not limited to the following:

· be present at all times during the event and respond to any problems or complications which may arise.

· be the primary contact for making reservations and arrangements with the Office of Scheduling, Events and Conferences for all space

· being used for the event, support and equipment services.   No other member of the group may make reservations or arrangements.

· work with the appropriate departments, the Office of Scheduling, Events and Conferences and/or the Registrar to arrange for classrooms if they are needed.
Category of your event:   _______________________________________________________________________________
Comment:              ___________________________________________________________________________________              

	Are you requesting a fee waiver:            ___________________________________ _________________________________ 
Please explain:           _______________________________________________________________________________ __
____________________________________________________________________________________                        __ 
Event Information                                                                                                                                                                                                                                                                                                                 


Name of event: _______________________________________________________________________________________________  ​​​​​​
Name of person responsible for the event:  







    ​​​​​


   
Contact person onsite during the event: 























Is the group affiliated with the University: 











If so, how if the group affiliated with the University:


















Purpose or primary mission of the organization/or event: 
























How does hosting this group/event enhance the educational mission of the University: 







Is the organization non-profit: 
















Is there a charge to attend the event: 











Number of people expected to attend: 











Requested Time for Event                                                                                                                                                                                                                                                                                                                  

Have you contacted the Scheduling Office to schedule the event:  







          
Date of event: 














Access time needed before and after the event: 










Actual time the event begins and ends: 











Requested Location for Event                                                                                                                                                                                                                                                                                                                  
	University Center: __Cat Cavern    __DR1   __DR2   __Alumni Lounge   __Autzen   __Parents   __Harrison

Smith: __Auditorium  __Gallery    Goudy Commons: __Willson Room  __Hines Room  __Jason Lee Room
Mary Stuart Rogers Music Center: __Rehearsal Hall   __Hudson Hall      FORMCHECKBOX 
 Hatfield    FORMCHECKBOX 
 Foyer   FORMCHECKBOX 
 Hatfield    FORMCHECKBOX 
 Fireside Room    FORMCHECKBOX 
 Playhouse    FORMCHECKBOX 
 Classroom     FORMCHECKBOX 
 Waller Hall    FORMCHECKBOX 
 McCulloch Stadium    FORMCHECKBOX 
 Sparks    FORMCHECKBOX 
 Thetford    FORMCHECKBOX 
 Other


	 FORMCHECKBOX 
 Law Building (Specify room)  ____________________________     FORMCHECKBOX 
 AGSM (Specify room) ___________________________

	Residential Common Area:  _________________________________      Specific Area Location:____________________________


Resources Needed for Event                                                                                                                                                                                                                                                                                                                

Will you need special equipment (microphones, sound system, stage, IT equipment): 







Will alcohol be served:  













Will security be needed:  














Will the event need custodial support: 












Requested Time for Event                                                                                                                                                                                                                                                                                                                  

By signing this form, the responsible individual(s) agree to hold the event in compliance with all applicable laws and University guidelines.  The undersigned agree that they have read and understand the Scheduling Policies and acknowledge responsibility for payment of damages attributed to event.

	Signature of responsible person for this event:

________________________________________________________________________________________
     (Please Print Name)


(Signature)
                                     (Date)             
 (E-mail)

     (Phone)



	Signature of Willamette Organizer of Host responsible for the event (if applicable):
__________________________________________________________________________________________________________
     (Please Print Name)


(Signature)
                                     (Date)             
 (E-mail)

     (Phone)



	Approved by University Events and Facilities Committee (UFEC) or Scheduling, Events & Conferences 

_________________________________________________________________________________________ 
                                                     (Signature)
                                                                                  (Date)                                                           (503)-375-5442


	Please retain a copy of this form for your files
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