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Event Request Form
*Please note: Due to availability of Building Operations Staff set-up and clean-up times may be adjusted. 
Which population (parents and/or students) is included or would be interested in this event? (Check all that apply)
from the Philanthropy Department.
Clean-up - Earliest Start 
Date/Time 
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If posting on the website, these times will be used.
Revised 1/11/23
Used to determine where to post on Web Calendar and calendars to invite in Outlook
Room Set-Up (you must check at least one box, check all that apply)*
Table sizes available: Rectangle - 6' x 30", 4' x 30" and 6' x 18"  Round - 5' diameter (US only) 6' diameter Main Lunch Bench
*Event managers will need to attend the monthly event planning meeting to confirm details.
Presentation Equipment (on site events; you must check at least one box, check all that apply)*
*If checked above, the event manager agrees to consult with Building Operations/IT/Technical Arts Director two weeks prior to the event or as soon as possible. 
If one of the following conditions occurs after the original event request was made, submit an updated "change request" and brief narrative of changes. 
1. the date, time, or location of the event has changed; 
2. the event needs support not indicated on the original request (i.e., set up, A/V, technical, transportation); and/or 
 
For event cancellations - Event manager should send an email to Event.request@tbcs.org, and give the exact date and time of event to be cancelled.
 
Other detailed changes from the original request regarding promotions should be communicated directly to Marketing and Communications. 
All ERFs must be submitted to Event.Request@tbcs.org by the approving event sponsor.
Page 2 of 2
Event Request Form
Save ERF with the following title format: "MM DD YY Simplified Title"
Revised 1/11/23
Podium
8.2.1.4029.1.523496.503679
Event Request Form
ERF
	DropDownList1: Choose one
	TextField1: 
	NameOfEvent: 
	Date: 
	AddlDates: 
	Website: 0
	Website: 0
	Main: 0
	US: 0
	US: 0
	Valley: 0
	RoomRequest: Choose room
	OtherRooms: 
	EventStart: 
	EventEnd: 
	DoorsOpen: 
	TextField17: 
	TextField6: 
	Description: 
	PS: 0
	LS: 0
	MS: 0
	Alum: 0
	PoA: 0
	Public: 0
	Outlook: 0
	Approval: 0
	Philanthropy: 0
	CheckBox4: 0
	CheckBox4: 0
	ApprovedBy: 
	TextField7: 
	Reserve: 0
	LotAttendant: 0
	Officer: 0
	Parking: 
	CheckBox18: 0
	CheckBox19: 0
	CheckBox5: 0
	CheckBox6: 0
	CheckBox7: 0
	Linens: 0
	CheckBox9: 0
	Seating: Choose style
	Tables: How many and in what size(s)?
	TextField9: 
	TextField10: How many and in what color(s) and size(s)?
	OtherDetails: 
	LayoutAttached: 0
	CheckBox10: 0
	CheckBox12: 0
	CheckBox13: 0
	CheckBox14: 0
	CheckBox15: 0
	CheckBox16: 0
	CheckBox17: 0
	CheckBox17: 0
	TextField11: 
	TextField12: 
	TextField13: 
	TextField14: 
	TextField15: 
	TextField16: 
	CheckBox11: 0
	CheckBox11: 0



