
 Office of Student Involvement & Leadership

Event Registration Form 
Submit form to the Office of Student Involvement & Leadership in temporary office  

BA159 or fax to 504-280-6633. For more information, call 504-280-6349. 
 

LOCATION REQUESTED 
(This form must be turned in one week prior to activity.) 

□ Library Quad         □ Student Park/Amphitheatre 

□ Library Breezeway – Signature of Library Dean ___________________________________ 

□  Milneburg Hall Hallway   □ Outside of Liberal Arts Building   □ Other Building:_______ 

Signature from Building Official: ________________________________ 
 
Note: Alumni Center, HPC, and Academic Rooms are reserved through Campus Booking on the 
Registrar’s website (http://registrar.uno.edu). Go to Room Reservation Form. 
  
All IFC/NPC/NPHC fraternities and sororities must have the Greek Advisor sign off on the 
activity before this form is submitted. 
Greek Advisor Authorization: ______________________________ 
 
AUDIENCE 
□ Event open to all                                                        □ Event for Members only 

Name of Organization/Department: _________________________________________________ 

Name and Nature of Activity: __________________________  Estimated Attendance: _______ 

Date of Event: _____________________ Time: from__________am/pm to ___________am/pm 

Give a description of activity, be as specific as possible: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
FOOD POLICY FOR ON-CAMPUS EVENTS 
If a department wishes to have a fundraiser bake sale, all items must be home baked. 
Organizations/Departments are not allowed to sell or distribute any other food or beverage item 
(either bought or donated) at campus events. If your department needs to arrange for 
food/beverage service, please contact Campus Dining Services at 504-280-6079. 
 
□ We will not be serving/distributing food or beverage at our on-campus event. 

□ Fundraising Table: We will bring home baked items such as __________________________ 

□  We will be contacting Campus Dining Services to arrange food or beverage service.  

(Signatures Required on Back) 

 

Office use only: 
Event Approved 
□ Yes  □ No



 Office of Student Involvement & Leadership
Equipment Request 

□ # of tables ____________     □ Electricity (specify needs below) 

□ # of chairs ____________     ______________________________ 

□ # of garbage cans _______ ______________________________ 
 
DIAGRAM MUST BE SUBMITTED WITH ANY EQUIPMENT REQUEST 
 
Please draw your diagram here. 
 
 
 
 
 
 
 
 
 
 
 

POLICIES GOVERNING STUDENT ORGANIZATION ACTIVITIES 
A. Guest 

Non-student guests shall be admitted to a social function only when a student or group of students shall 
agree to assume responsibility for their conduct. 
 

B. Alcoholic Beverages (including Wine and Beer) 
At on-campus functions sponsored by student organizations, alcoholic beverages may be consumed only in 
designated areas and in accordance with the University Policy for Consumption of Alcoholic Beverages, as 
published in the UNO Student Handbook. In accordance with state laws and city and parish ordinances, 
members of the organization and their guests must present identification showing proof of age 21 years or 
older if they wish to consume beverages. You may not bring your own alcohol on campus. 

 
C. Use of University Equipment 

Arrangements for the use of University equipment must be made through the appropriate office. Students 
will not be permitted to move University property from one building or area to another without 
authorization. 
  

By signing below, it is understood that the responsibility for compliance with University regulations, as 
outlined above, rests with the officers and members for the organization registering this activity.  
 
 
___________________________________________              ___________________________________________ 
Print name of Organization Representative                                Signature of Organization Representative 
 
 
 
___________________________________________ 
Phone Number & E-mail address 

 

Event Location:_______________________ 

For Office Use only 
Event is Authorized:________________________ 
                             Director or Assistant Director 

      Student Involvement & Leadership 

 


