REGENT UNIVERSITY 

1000 Regent University Drive Virginia Beach, VA 23464 

Phone (757) 352-4867, Fax (757) 352-4100 

APPLICATION FOR SPECIAL EVENT OFF CAMPUS
BY A STUDENT ORGANIZATION 

This application shall be submitted not less than three weeks before off-campus events, to include fundraisers, local trips, or overnight trips.   Any misrepresentations in this application or deviation from the final agreed specifications described herein may result in revocation of event approval. 
This form must be submitted from your Regent email address to verify your identity.  

Student Organization Name       
Event Coordinator’s Name          Phone          Email      
Faculty Advisor       
Name of Event       
Purpose of Event       
Description of Event (i.e. what will happen at the event?)      
Approximate number of expected participants       
Date        
Start Time       
End Time       


Location of Event      
How will students travel to this event?      
For overnight trips, where will the group stay?      
For overnight trips, who will be going?      
Does your event involve fundraising, major donor attendance, VIP/high profile guests, or publicity/media coverage?     FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes (if so, contact the Department of Advancement at 352-4849)
· You agree to submit copies of all contracts associated with the event to Purchasing (Admin 116) one month prior to event. 

     
     
Applicant’s signature
Date

(Type your name here; this will be considered an electronic signature, but you MUST submit this form from your Regent email address to chughes@regent.edu)  
        

      
     
Director of Student Life
Date 

