Room Request Form for the Baylor Sciences Building
Check out our Website: www.baylor.edu/bsb
Electronic submission to: bsb@baylor.edu
ATTENTION STUDENT GROUPS:  Student Activities approval email must be submitted with this form!
Organization/Group/Course:  

Today’s Date:  



Event Name:  

Description of Event:  


Please Circle Day needed:    
M    T    W    R    F    S    U
month/date  


Event Start time: ____________________ am / pm
Add’l Setup time: 
 mins / hrs
Event End time: _____________________ am / pm
Add’l Takedown time:  
 mins / hrs
If this is a recurring event:  ( Daily   ( Weekly   ( Biweekly   ( Monthly  

Start date of recurring event: day of week  

month/date  


End date of recurring event: day of week  

month/date  


Exclude these dates for recurring event:  


(Such as Fall Break, Thanksgiving, Diadeloso, and other University holidays)

Any External Groups involved in this event?       (  Yes         ( No  
Any Catering Involved?   (  Yes*         ( No 
Any Solicitation involved?   (  Yes*       ( No

*If yes, please make arrangements with housekeeping

*If yes, solicitation Student Activities approval required
or the university approved caterer for trash disposal.
# People Attending:  


A/V equipment needs:   ( none   ( Projector/TV   ( CD/DVD   ( Document Camera   ( Apple TV
Person with AV training at event?      ( Yes        ( No      
If no, training is required; see website listed above (under Building Information).

Preferred room/s:  

Second choice room/s:  

Additional information:  


***Food and drink are not allowed in the classrooms; bottled water only.***
***Need extra tables/chairs?  See guidelines for details.***
(Required) Contact name:  

Phone # 

(Required) Contact Email address:  
     @baylor.edu
(Required) Student Organization Sponsor/Advisor:



Phone ext # 

Email address:  ________________
     @baylor.edu
8/28/14



