CCPC Program Request Form & General Information
Please fill out and return to Deborah Nickerson. Reservations and other arrangements will begin upon receipt.   Note: All arrangements for and contact with speakers or guests 
are the responsibility of the faculty contact and/or their Department Admins.




             ~~~~~~~~~~~~~~~ 
Sponsoring Department(s) or Group(s):  
Event Type (Seminar, Panel Discussion, Info Session, etc):  
Event Title:   


Note: the 'event title' submitted with the room reservation is what becomes visible on the 


Campus Calendar after room confirmation and that title cannot be changed.
Speaker Name, Title, & Affiliation*: 
* If desired, provide an abstract, speaker bio, and image file(s) at least 10 days in advance of event. Flyers will go to faculty contact or Dept. Admin for distribution.

Day:                                    Date:                                       
Faculty Contact:                                                              Phone Extension:  
Approximate # of people attending:   
                                                                       ~~~~~~~~~~~~~~~
Program Component Information:


Note: Please provide the actual start and end times of event components - do not 


factor in set-up, clean-up, or buffer time.

Lecture/Meeting

-Start & end time:   ____am   ____pm      to     ____ am     ____ pm
            
- Location (1st & 2nd choice):  SCI____
SCI____           Other____
- Audio/Video services and/or equipment required?  (Highlight all that apply.) 


videographer:  Yes       

No     



 mic, podium:
Yes       

No

If yes, # required:   ____   


mic, handheld  Yes

No

If yes, # required:   ____
Food will be served (highlight your response):   Yes         No    


If ‘yes’, highlight all that apply:  


before
        during       
   after
            

 reception       
lunch  
       snacks       
 dinner        other       
Lunch (start-end):                      am      pm      to            am      pm

- Location (1st & 2nd choice):   Sage ____  SCI ____   SCI ____    other____  
Reception (start-end):     ____ am   ____ pm        to      ____ am    ____  pm 

 - Location (1st & 2nd choice):   Sage ____    SCI ____   SCI  ____    other____  
Dinner (start-end):      ____ am   ____ pm        to      ____ am    ____  pm

-Location (1st & 2nd choice):   Sage ____  SCI ____   SCI ____    other____  
Special Notes (ex., snacks during lecture, etc):

When food is served prior to or after a lecture, seminar, or presentation, will all those invited to the lecture be welcome to  (highlight your response)
a)   the pre-event meal?     Yes
          No     

b)   the post-event meal?   Yes
          No     

-If you answered ‘No’ to either, please specify who will be not be invited (ex. “students will not be invited to the post-lecture dinner.’):
Event set up & clean up:  Faculty contacts must either arrange for the setup and cleanup themselves or request that I hire students for these tasks.   (See details concerning student hires, below.)  If student hires are not available, set-up & clean-up arrangements remain the responsibility of the faculty contact.
Do you want student hires to set up and/or clean up?  (Please highlight your response) 
Yes        No  
      If ‘yes’, please highlight all that apply:   Set up           Clean up            Both  
Notes/Special Instructions (ex: requires RSVP's, dollar limit for food, food preferences, etc): 
Student Hire Info:

· The pay is $8-$10/hr.  

· If the job is a ‘set up’ only, which typically takes no more than 30 minutes, the student will be paid for one hour.  If the student is hired to set up and clean up, the student will be paid from the time she arrives to set up until the cleanup is complete.  The duration of each job varies, with most assignments lasting between 1-3 hours.  

· During an event where both set up and clean up are required, once the food set up is complete and either a faculty member or the event attendees arrive for the meal, the student hire may spend the time until clean up as she wishes as long as she is back ten minutes prior to the projected event end-time.  Additionally, she is welcome to attend the lecture and/or accompanying meal unless it is for faculty/staff only.   

· If a student has been hired to set up and clean up, but a faculty member tells the student that he/she will take care of the cleanup, the student still will be paid for the time she committed to being there.

General Info:

Notice:   Three week's notice is required for event planning.  Note that even with 3 week’s notice, a specific room reservation, custodial services and/or audio-visual services can't be guaranteed, nor can CCPC services.  

Cancellation or changes to events:

Please notify me of changes or cancellations of events as soon as possible.  Note that changes to room reservation requests, A/V services, and custodial services are not guaranteed.

Food & Food Setup:   The CCPC will plan menus, order food, provide for paper goods and utensils, and provide bottled waters unless instructed otherwise.  Prior to 4:30pm, the CCPC will receive food deliveries and set up and cleanup meals or receptions for events when possible.  For events taking place on or after 4:30pm, you may request that student helpers be hired to take care of these tasks.   If student hires are not available or if a student hire cancels after committing to an assignment, the set-up and clean-up becomes the responsibility of the faculty contact.
Speakers or Guests:  The faculty contact will make all arrangements with regard to speakers or guests, including but not limited to travel arrangements, parking arrangements, honorarium arrangements, requesting abstracts and images for advertising, etc.  

New 'Science Center' Sub-Calendar:

The Events Office has created a Science Center Sub-Calendar for us.  Open the Campus Calendar and click on 'Science Center' in the blue box along the right side of the page to check for room availability when considering dates for your events.

Room Arrangements:  Room reservation requests will be initiated upon receipt of this completed form.   Once a room is confirmed, an event will be visible on the Campus Calendar unless we request that it not be (for example, a guest speaker's talk may be listed on the CC, while the associated reception or dinner is not.)  Note: the 'event title' submitted with the room reservation is what becomes visible on the Campus Calendar after room confirmation and that title cannot be changed. Note: Even with required notice, requests for Custodial or A/V services cannot be guaranteed and A/V service confirmation is not provided until 7-10 days prior to event.
Vendor & Supply Payment: Whenever possible, your Department's ProCard or appropriate FOAPAL will be used to pay for services such as catered food or room fees.  For vendors who do not accept payment arrangements in advance and instead provide us with a bill at delivery, that bill will be given to your Department's Admin who will then process a check request for vendor payment.  Right now, with regard to paying for supplies such as table covers, waters, utensils, etc., the plan is for a tally to be kept of what's used by each Department for events and at the end of the year each Department will be asked to reimburse the Science Center for their approximate share of the supplies.
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