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Event Set-up and Takedown Supplement
For additional information of the Facilities Management’s Event Set-up policy & procedures please go to:
                     http://www.du.edu/facilities/Facilities_Event_Set-Up_and_Production_Services.htm
	Contact Name / Cell:       
	2nd Contact / Cell:       

	Name of Event:       

	Org #:       
	

	Bldg  or  Location:       
	Room:       

	Location Description:   


	Date(s) and Time(s) of Event:       
	

	Event Space available to set-up :   ( time and date )       
	Set-up must be completed   by :   ( time and date )       

	Event Space available to take-down :  ( time and date )       
	Take-down must be completed   by :  ( time and date )       


.
Items to Be Ordered 
	Item
	Cost
	Quantity
	Total Cost

	

	Folding Chairs 
	$.90
	
	$   0.00

	3’x6’ Banquet Tables
	$6.50
	
	$   0.00

	5’ Round Tables
	$6.50
	
	$   0.00

	Trash Cans
	$2.00
	
	$   0.00

	Recycle Containers
	$2.00
	
	$   0.00

	Cost for set-up during working hours -minimum of 2 hours
	$27.58/hr
	
	

	Overtime rate 
	$41.37/hr
	
	

	                                                                                                                        Sub Total Less Labor
	$   0.00


Note: The Requesting Department is responsible for items until pick-up by Facilities Management.  If items are lost or stolen you will be charged for the cost of the tables, chairs or equipment.  
	Other Services Required

	 FORMCHECKBOX 
 Irrigation Shut Off  (24 hours prior to event time and date ) 
	

	 FORMCHECKBOX 
 Electrical ( Facilities / Vendor )
	

	Outside Vendor(s) Being Utilized: 
         FORMCHECKBOX 
 Tent Rental - size      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
               - all large tents require water barrel tie downs

         FORMCHECKBOX 
  Facilities Support, Day crew       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
         FORMCHECKBOX 
  Rental Table/Chair Set Up       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
         FORMCHECKBOX 
  Vendor needs to drive on DU property
               - permits to drive on sidewalks
	

	 FORMCHECKBOX 
  Podium  (circle one)    -University-       -Chancellor’s-       -Founder’s Day-
	

	 FORMCHECKBOX 
  Flags / Flag Stands ( usually graduation only)
	

	 FORMCHECKBOX 
  Fencing ( events with alcohol )
	

	 FORMCHECKBOX 
  Attached hand drawn set up diagram (next page)
	

	 FORMCHECKBOX 
  Custodial  Removal of Recycle and Trash Required
	








Theatre Style





Note:  For requests made with less than 5 working day notice, we will do our best to accommodate, but your dept. will be charged double























Use the area below to roughly diagram your set-up.  Drag and drop tables, chairs (icons are stacked)  and other items to assist our crew.   Please indicate entrances, whiteboard, or other items / characteristics of the event space.  
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Work request number        WEB______________





 =3 x 6 ft table





  = approx 10 ft
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