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Student Organization Request Form
Event Request
· Student Organization: _______________________________
· Date of Event: ____ / ____ / ______
· Timeframe: From _______ to _______
· Room Request (ex: Main Hall 2213): _______________________________
· Purpose of Event: _______________________________________________
· Contact Person and Email: ______________________________________________
· Room Setup / IT / Audio Needs: (e.g., projector, microphone, tables, chairs) ___________________________
· Include in Student Life Newsletter? ☐ Yes ☐ No

Purchasing Request
· Items / Expenses Being Requested: ____________________________________________________________________________________________________________________________________________________________
· Current Available Funds in Account (must be accurate or funds will be delayed or denied): $__________
· Funds Requested: $__________
· Method of Purchase: ☐ P-Card (preferred) ☐ Reimbursement Voucher (must be approved prior to purchase; unauthorized requests will be denied)


Reimbursement Voucher Request (fill out only if applicable)
· Items / Expenses Being Requested: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Funds Requested: $___________________

Acknowledgment
By submitting this form, I understand that:
1. All forms must be completed in full.
2. Forms must be submitted at least one week prior to the event (sooner is better).
3. Student Life will not complete forms on behalf of organizations; the form must be correct the first time.
4. A list of students who attended the event must be turned into Student Life immediately following the event.

Student Leader Signature: __________________________ Date: ________
Advisor Signature: _________________________ Date: ________

Student Life will either approve a P-Card or voucher purchase.
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