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            Tennessee State University 
Office of Student Activities

Online University Space Reservation Form

Registered Student Organization (only)

Request MUST be made 30 days prior to date of event. 

_________________________________________________________________________________________

Name of Organization _______________________________________________________________________
Building Requesting__________________________________________ Room(s)_______________________

Desired Date(s) _____________________________________________________________________________

Reservation Start & End Time(s)____________________ Start & End Time(s)________________________

Name & Type of Event_______________________________________________________________________

* This requisition must be completely filled out in order to be processed and approved. 

The organization must attach a copy of the description, purpose, goals, and methods of promotion/marketing for the event and how it supports the University’s mission and the Organization’s Mission. The Post Program/Event Evaluation Form must be submitted to tsustudentactivitie@tnstate.edu within 7 days of the event*

Estimated Attendance______________  Admission Requirements ____________________________________

Contact Person _______________________________________________________________________________

Contact Person Email ___________________________________________Phone # _____________________

Name of Advisor(s) ________________________________________________________________________

Advisor Email _________________________________________________ Phone #_____________________ 

Will food be served?  Yes or No 




Are there set-up needs? Yes or No


If Yes, Advisor fill out Movable Properties Form below

By completing and returning this form, the aforementioned organization agrees to reimburse the Office of Student Activities for any damages caused by its event to any area or object in the reserved space.  The facility will be inspected before and after use.  Damage includes loss of or failure to return keys issued for the event.   The organization will be charged for re-keying the locks affected by lost or unreturned keys.  By completing and signing this form, the organization acknowledges that its advisor and (an) executive officer(s) have read and will comply with the policies and guidelines for the space managed by the office of Student Activities.  The Program/Event Evaluation Form of the Office of Student Activities must be submitted no late than ten (10) days after the program/event. 

Signature:

*The Organization President needs to email this requisition to the Organization Advisor. The Advisor has to email the requisition to tsustudentactivtities@tnstate.edu. Only the Organization’s Advisor can submit the requisition to Student Activities.*
