	Los Medanos College
	Staff Use of Facilities


Request must be submitted 7 days before activity date for campus service notifications.  

	Requestor (LMC Employees Only):


	Extension:

	Department or Area:

	Dean/Manager/Supervisor:




	Name of Event/Activity/Performance:


	Estimated Attendance:

	Day(s) of the Week & Date(s) Requested:


	Time(s) Requested:

	Building Name(s):
	Room(s):




Set-up Required:

 FORMCHECKBOX 
None



 FORMCHECKBOX 
Yes, see below
	Exact Start Time:
Set-up Request Time:  
	Diagram of Room Arrangement (# of Chairs, Tables, Podium, Equipment):
NOTE:  
FOR ANY MEDIA NEEDED, LAPTOPS, MICROPHONES, ETC., 


E-MAIL MEDIA-HELP@LOSMEDANOS.EDU DIRECTLY.          


Recycling bins (50 gallon drums):     FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
       Extra garbage bins needed:   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No

	Budget GL Number(s) for possible classified overtime, hourly, student assistants or college work study:



	Approval of Dean/Manager/Supervisor:  

	Approval Date:


Distribution:

	 FORMCHECKBOX 

Originator
 FORMCHECKBOX 

Switchboard

 FORMCHECKBOX 

Campus Police
 FORMCHECKBOX 

Custodial Manager
 FORMCHECKBOX 

Buildings & Grounds Manager
 FORMCHECKBOX 

Campus Facilities Assistant

 FORMCHECKBOX 

President’s Office

 FORMCHECKBOX 

Cafeteria
	Other Department Approvals as listed in the Room Book:

 FORMCHECKBOX 

__________________________

 FORMCHECKBOX 

__________________________
Special notification(s):


 FORMCHECKBOX 

__________________________

 FORMCHECKBOX 

__________________________

Office Use only:  
 FORMCHECKBOX 

Entered in Room Book/Filed
	 FORMCHECKBOX 

Police Services prior approval for 
large scale events:

_________________________

 FORMCHECKBOX 

Scheduling Specialist approval in 
the first 2 weeks of the semester 
or summer session for classrooms:

_________________________
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Dated April 2011
