
VUJC Student Activities Guidebook 

Event Request Process 

This protocol is for any student organization, faculty, or staff wanting to 

host an activity or event at Vincennes University Jasper Campus.  This 

process will increase across campus communication and ease the planning 

process by having all needs and tasks documented and approved in a 

systematic manner.  For the event to be placed on the Student Activities 

Calendar, notice must be received in the Student Activities Office by the 

first of the month that the event is to be scheduled. 

The Event Request Forms are available in the Student Activities Office and in 

the Student Activities Guidebook for use to photocopy to start the event 

reservation and planning process.  Please note that the “Special Request” 

portion at the bottom of the form is to be used if the event requires the use 

of University equipment or food and must accompany the Event Request 

Form for submission.  Special Requests include: 

• Tables, chairs, podiums, etc… 

• Audio and Visual Equipment 

• Food 

• Drinks 

Once the completed forms have been submitted, the Student Activities 

Coordinator will contact the organization and the organization’s advisor to 

confirm the request.  The Student Activities Coordinator will then make the 

necessary room reservations, equipment reservations, and food requests 

for the event.  The organization or appropriate contact person is 

responsible for staffing, setting up, tearing down, and cleaning up after 

the event. 

The Student Activities Coordinator must approve all advertisements before 

they are distributed around the Jasper Campus.  The Student Activities 

Office will be responsible for posting advertisements, but the organization 

or appropriate party will be responsible for disposing flyers within one day 

after the event.   

After the event, the Student Activities Coordinator will contact the 

organization and advisor for a post-event evaluation. 






