

	MEETING SPACE REQUEST


Clubs & Organizations  |  Student Leadership Programs

FORM SUBMISSION PROCEDURE
Visit the University calendar to determine the availability of the space you are requesting. 
1. Go to www.csuci.edu, click on “calendar” on the left hand navigation bar, click on “locations” listed horizontally along the top of the site.
2. View the room attributes (size, etc.) by clicking on the icon next to each room.
3. Select the date and time you wish to reserve the room and ensure it is available.  If it is not, select another room.

	For hard copy submission: 
1. Complete the form.
2. Obtain advisor’s signature.
3. Submit to the Student Engagement and Applied Leadership (SEAL) Center.
	For electronic submission:
1. Type your responses in the spaces below.
2. Attach form to an email and send to advisor for approval.
3. The advisor should forward the form to studentleadership@csuci.edu confirming his/her approval.



Processing time/information: Five to seven business days from date completed form received.  You will receive an email confirming your space reservation.

CONTACT INFORMATION
	Name of Club/Organization:
	
	Date:
	

	Name of Requestor:
	
	Name of Advisor:
	

	Requestor Title:
	
	Advisor Phone Number:
	

	Requestor Phone Number:
	
	Advisor Email:
	

	Requestor Email:
	
	
	



MEETING INFORMATION
	Meeting Name:
	
	Meeting Subtitle (if applicable):
	

	Expected Head Count:
	
	Meeting Start and End Times:
	

	Meeting Date(s):
	
	Space Preference #1:
	

	Meeting Recurrence:
	
	Space Preference #2:
	



	Did you view the University calendar to ensure the space(s) was available? 
	Yes
	

	Do you want your meeting to be viewable on the University calendar? 
	Yes
	
	No
	



	Signature of Requestor*:
	

	Date:
	

	Signature of Advisor*: 
	

	Date:
	



*Signatures not required for electronic submission; however, the advisor must forward the form to studentleadership@csuci.edu to verify his/her approval.

	INTERNAL USE ONLY

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Room reserved
	
	

	Email confirmation sent
	
	



Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu.
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