FACILITY/EQUIPMENT AGREEMENT
(INTERNAL USE ONLY)

To Be Completed by Requester
(PLEASE TYPE & SUBMIT TWO WEEKS PRIOR TO EVENT)
	 FORMCHECKBOX 
 A. Hugh Adams Central Campus

3501 S.W. Davie Road

Ft. Lauderdale, FL 33314

954-201-6624

954-201-6486 fax


	 FORMCHECKBOX 
 Judson A. Samuels South Campus

7200 Hollywood/Pines Blvd.

Pembroke Pines, FL 33024

954-201-8803

954-201-8802 fax
	 FORMCHECKBOX 
 North Campus

1000 Coconut Creek Blvd.

Coconut Creek, FL 33066

954-201-2402

954-201-2389 fax

 FORMCHECKBOX 
 Weston Center

4205 Bonaventure Blvd.

Weston, FL 33332

954-201-8501

954-201-8507 fax


	 FORMCHECKBOX 
 Approved by:
     
 FORMCHECKBOX 
 Tigertail Lakes Center

580 Gulfstream Way

Dania Beach, FL 33304

954-201-4500

954-201-4506 fax



	 FORMCHECKBOX 
 Willis Holcombe Center

225 East Las Olas Boulevard

Ft. Lauderdale, FL 33301

954-201-6624

954-201-6486 fax
	 FORMCHECKBOX 
 Pines Center

16957 Sheridan Street 

Pembroke Pines, FL 33331

954-201-3610

954-201-3613 fax


	
	

	Requesting Organization:
	     
	Date:
	     

	Requesting Representative:
	     
	Telephone No.:
	     

	Mailing Address:
	     
	City:
	     
	State:
	  
	Zip Code:
	     

	Purpose of Meeting:
	     

	Request use of:
	 FORMCHECKBOX 
 FACILITIES:    on: Date(s):
	     
	Time(s):
	     

	
	 FORMCHECKBOX 
 EQUIPMENT: on: Date(s):
	     
	Time(s):
	     

	Request use of Bldg. #
	     
	Room No.:
	     
	to accommodate
	      persons.

	If set up is needed, please specify below and provide a diagram by fax or email to the appropriate campus.

	     

	Equipment, audiovisual, podium, etc.  Please fill out the LRC Form and attach to this Agreement.
	

	     

	                                                                                

	Request the services of the following personnel (specify #1, 2, 3, etc.)  Custodians   FORMCHECKBOX 
   Maintenance   FORMCHECKBOX 
   Safety/Resource Officers   FORMCHECKBOX 
   

	 FORMCHECKBOX 
 Other
	     
	for
	     
	hours each.  To begin
	     
	 FORMCHECKBOX 
 a.m./  FORMCHECKBOX 
p.m. 
	until
	     
	 FORMCHECKBOX 
 a.m./ FORMCHECKBOX 
 p.m.

	Will food or beverages be consumed during the course of your meeting?  FORMCHECKBOX 
 No   FORMCHECKBOX 
Yes   FORMCHECKBOX 
 Recycle Bin

	Food Services are available by contacting 954.201.6459.  Please specify what type of arrangements will be made for food.
     


	INSTRUCTIONS FOR ALL REQUESTERS



	1.
	Call the appropriate Business Dean’s office to confirm date/room availability.

	2.
	Email or return the completed form two weeks before the event to the Business Dean’s office.

	3.
	Original copy will be forwarded to the requester as verification.  A copy must be available for presentation to Campus Safety at time of event.  

	

	Signature of Requester/Sponsor 
	     
	

	
	
	

	**************************************************************************************************

	Approved by:
	     
	
	     
	

	
	Campus Scheduler
	
	Date
	

	
	
	
	
	
	

	Copies of this approval have been forwarded to:

	

	 FORMCHECKBOX 
 LEARNING RESOURCES   FORMCHECKBOX 
  REGISTRAR'S OFFICE   FORMCHECKBOX 
  FOOD SERVICE   FORMCHECKBOX 
  BUSINESS AFFAIRS   FORMCHECKBOX 
 SAFETY   FORMCHECKBOX 
 PHYSICAL PLANT   FORMCHECKBOX 
 SWITCHBOARD

	 FORMCHECKBOX 
 GYM/ATHLETIC DIR.  FORMCHECKBOX 
  ENERGY MANAGEMENT  FORMCHECKBOX 
  STUDENT LIFE  FORMCHECKBOX 



	

	PLEASE NO SMOKING, EATING OR DRINKING IN CLASSROOMS, HALLWAYS OR THEATERS

(NO ALCOHOLIC BEVERAGES ARE ALLOWED ON CAMPUS)


	                                   EQUAL ACCESS/EQUAL OPPORTUNITY INSTITUTION
	PRO-1INTERNAL 
(Rev. 2/09)


