Activity Request Form


	1) Requestor

Please provide information on the person requesting this activity for addition to Advance.

	Name:
	     

	Phone:
	6/

	Email:
	     


	2) Event Information

Please provide information about the event.

	Hosting College/Unit/Department:
	     

	Host Name:
	     

	Event Title:
	     

	Event Date:
	     

	Start Time:
	     

	End Time:
	     

	Event Address:

(Include 
street1

 
street2


city, state, and zip)
	     
      

     

	Event Phone:
	     


	3) Contact Person

Please provide information for the person responsible for providing information about this event. This is the name/phone which might be available to invitees when more information is required.

	Name:
	     

	Phone:
	     


	4) Activity Code (for use by Advancement Services)

After you have completed sections 1-3, forward this form to Advancement Services, which will coordinate the creation of a new Activity Code.

	Activity Code:
	     
	Date Added:
	     

	
	 FORMCHECKBOX 
 Added Location Information


	5) Optional — Mass Loading Entities

After you receive the Activity Code assigned to this event, please submit an Output Request specifying

a) the criteria for the group you wish to mass load

b) the Activity Code assigned to this event

c) the desired mass load date 

When the request is submitted, you will be provided with an Output Request tracking number, which you may jot down below.

	Output Request #:
	     

	Mass Load Date:
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