FACILITY RESERVATION REQUEST FORM FOR DENTON CAMPUS

Texas Woman’s University 
Conference Services 
P.O. Box 425379, Denton, TX 76204-5797
Ph: 940-898-3644; Fax: 940-898-3556
conferenceservices@twu.edu 


Requesting Person Name & Organization Name _________________________________________________

E-mail Address ______________________________   Department___________________________

Phone _______________________________    Alt. Phone or Fax ___________________________________

Address _________________________________________________________________________________
             Street							City, State			Zip

Alternate Contact Person___________________________ E-mail____________________________________

Phone _______________________________	Alt. Phone _________________________________________
	
Address __________________________________________________________________________________
	Street							City, State			Zip

Estimated Attendance________________     Large Event Form required*?    Yes        No 

Use of Technology?  Yes  No         Amplified Sound being used?            Yes           No

Will food be served OR consumed?  Yes     No      Name of caterer, if applicable____________________________

Description / Name of Event  	

Name of Facility and Room Number Requested 	

If Video Conference, use following link for appropriate form: http://www.twu.edu/scheduling/videoconference-request.asp

	Date of Event
	Time In
	Time Out
	Purpose

	
	
	
	

	
	
	
	

	
	
	
	



Facility Rental & Misc. Charge(s)**___________________________ Date Paid ______________________	

I have read and understand the Reservation Procedures, which are incorporated by reference herein, and agree to abide by their provisions.

_________________________________________        	
Requesting Person / Date				Conference Services / Date

_________________________________________       	
Advisor’s Signature if Applicable / Date	Representative of Center for Student Development/Student Life if Applicable / Date 

* A large event is any event where alcohol is served and/or anticipated attendance is 100 or more and/or events where money will be exchanged.
**Security, Room Layouts, Tables, Chairs, Risers, Greenery, Technical Staff, Building Attendants, Custodial Staff, and Media Equipment are arranged and paid through Conference Services.	

Revised 
February 2012
Texas Woman’s University
Conference Services
Additional Services & Items Rate Schedule


QUANTITY
GREENERY

Fern (on stand; short, medium, or tall)	$ 5.00
Fern (no stand)	$ 3.00
Ficus tree (with lights)	$10.00
Ficus tree (without lights)	$ 7.00

BUILDING ATTENDANT

Building Attendant (hourly rate)	$15.00

SECURITY

Security (hourly rate)	$35.00
* Officer(s) may be assigned to your event. Please refer to the Large Event policy.

RISERS

First 2 (minimum order; 6’ x 8’ each)	$ 50.00
Additional risers (each)	$ 20.00
* Includes set-up & removal.

Accessible Ramp 	$ 200.00

TABLES, CHAIRS, ETC.

60” round table (each)	$   2.00
* Linens not included.
6’ rectangle table (each)	$   2.00
*Linens not included.
42" round table (each)	$   5.00
* Permitted for use in Hubbard Hall only & linens not included.
Chairs (per 5)	$   2.00
Easel (each)	$   5.00
Partition (each)	$   5.00
Red Carpet Runner (50’ x 3’)	$100.00
* Permitted for use in Hubbard Hall only.
Flip chart with paper	$ 20.00
Podium (each)	$ 30.00
Trash can (each)	$   4.00
Event banner (hung and removed)	$ 25.00

ON CAMPUS, OUTSIDE OF HUBBARD HALL

All items listed have a delivery fee that applies, when requested on campus, only outside of Hubbard Hall.

On-Campus Delivery Fee	$ 30.00



Texas Woman’s University
Conference Services
HUBBARD HALL Technology Pricelist



We strongly encourage you to schedule a meeting or ‘run-through’ with
Matt Gallagher, Event Technology Specialist prior to your event.  940-898-3974.


Southeast Ballroom & Southwest Ballroom

	Microphones
	$50
	Includes 2 handheld wireless microphones, 1 lavaliere microphone, and additional microphones may be available upon request.

	Full Technology
	$250
	Includes projector, screen, podium/handheld/wireless mics, sound system with ipod connectivity, pc usage, cd/dvd/vhs player




Pioneer Room

	Microphones
	$100
	Includes 2 handheld wireless microphones, or 2 lavaliere microphones, OR 1 of each type.

	Full Technology
	$200
	Includes projector, screen, podium/handheld/wireless mics, sound system with ipod connectivity, pc usage, cd/dvd/vhs player



Banquet Room

	Microphones
	$30
	Includes 2 handheld wireless microphones, or 2 lavaliere microphones, OR 1 of each type.

	Full Technology
	$150
	Includes projector, screen, podium/handheld/wireless mics, sound system with ipod connectivity. Must provide own laptop.



Wall/Column Uplighting

	32 Lights
	$500

	16 Lights
	$300

	Per individual light
	$20





[bookmark: _GoBack]Please give a brief description of the type of technology you require for your event.  

