CAL STATY
LA
Step by Step Guide: How to Submit External Space

Reservation Form via Docusign

Link to forms: http://www.calstatela.edu/usefacilities/forms

1. Submit all information, begin signing
2. Fill out and complete all required fields
a. All email address fields must be completed with a calstatela.edu email address.

Oocusion a7 2 c o,

START LA

Extornal Space Request Form
Recognized Student Organizations

Name of Event Sponsor/Contact; [MYIssa Magallanes
Phone 22509 Emai[nmagalis@caistatela edu |

Ims
Proase ure @calstators ody ema only

[Book Ciub ]

Name
Name of Secondary Contact: [Mylssa Magallanes bhone: :3509 |

Emait[rmagalis@calstatela edu ]
Pioase use Qcaistatels e emad onty

e
EventDescrption: [Ceneral ok {5

Preferred Location: First Choice,
Location Maps,

= Other. Ubrary North
— " Uibeary South
Specify proferred location spacq S°0K*11e North
rotrsib oty 9 Bookstore Novth #1, Selazar Hal #3.5, descripton of Omer)
Wil your event have ampified sq Fmers Mt Triangla
(If 50. ploase ensure that the approy ﬁ:\%:.‘li;: [8t(s) istare attached to your Prasence Application)
jiding
Will you be distributing or selling| EPIC
(I 50, ploase ensure that the approf Heath Center fiached to your Presence Appiication)
Bio Sclence
Requested Date{s) and | L& Kretz E__ o
Date Salazar Hail tem EventEnd i
P P
Other-Spacity Blow | Time
T TIT [euma—v] [
| k- V] [~ soci— v
seiect - v] [“romct~v]
St v [Csci-v]
seloct - v] || [~ select - v]
seieci-v] || [“eaeci-v]
it by Doculign © CrangeLanguage - Engwn U ¥ | TemaCrUse Prvaey ¥ | Gepyraht © 3021 Docuign e, | VA

3. For reference on walkway locations, scroll down to walkway layouts
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4. Specify preferred location (if applicable) by referencing the walkway map locations
5. Indicate all times and dates on one form if the event is multiple days

6. Initial and sign

7. Click “Finish” in top right corner
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8. Use of Facilities will receive submission and approve or decline request
9. Arequest will be declined and returned to the requestor if:
a. All required information is not completed
b. An Event Registration Form is required but not approved in Presence
c. No space is available on the requested time/date
10. The notes section will indicate any questions or concerns with the form and will be
returned to the requestor
11. If your first or second choice is not available, a confirmation may be made for the next
available space.
12. If your request is declined, a new form must be submitted to receive a new confirmation
13. All confirmations must be kept on-hand for the duration of the event.

Select continue 1o be redirected 1o www.calstatela.edu. & CONTINUE OTHER ACTIONS v

SPACE CONFIRMATION: The folowing spaces, days, and limes have been assigned to you. Please ensure
to keep this confiemation on hand for the entire duration of your event for verification. Shoukd you have any
questions please contact faciliiesuse@calstatela edu or 323-343-3508

Space Confirmaton by Use of Facilities
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Reminders:

It is the responsibility of the requestor to check confirmed location and contact Use of
Facilities if they would like to reschedule or change locations.

It is the responsibility of the requesting organization to provide tables/chair/canopies or any
other necessary equipment for use of the Main Walkway



