Date: __________________

SPECIAL EVENTS
[bookmark: _GoBack]Hosting: _________________________________________________
Department: ____________________________________________
Date of Event: __________________________________________
Start Time: ________________ End Time: __________________
Number of people in attendance: ______________________
Location 1st Option: 
_____________________________________________________________________________________________
Location 2nd Option: 
_____________________________________________________________________________________________
Event Name and Description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Catering: Breakfast ________ Lunch _________ Dinner ________ Light Refreshments _________
Food / Drink Details (please review UCen Catering Website at http://www.ucen.ucsb.edu/catering/home.html): _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
How many people for catering: _____________________________
How would you like the room set up (round tables and a podium, conference style, lecture style, etc.):
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Tech equipment:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Additional Notes:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________		_____________________
Signature									Date

