
Campus Event Request Form 

Title of Event or Activity: 

Proposed Date of Event:  

Sponsoring academic or administrative unit: 

Primary contact: 

Tell us about your event. Provide enough information for us to thoroughly evaluate the request. The 
description should include how and how much the campus visitors will interact with members of the 
campus community.  Provide the event venue (e.g., campus or off-campus location, facility, indoor or 
outdoor). 

Briefly explain why the event is mission critical to your unit and to the university. 

What is the anticipated number of participants at single event?  Provide a brief description of your 
intended participants (e.g., children under 10 with parents; older adults). What is the role of the 
participants (e.g., audience, receive service or lesson, research participant)? Indicate whether the 
participants likely have increased vulnerability and/or need special accommodations.  



Describe your protocol for adhering to public health and safety guidance (e.g., pre-screening, arrival 
screening, face coverings, social distancing, provision of hand washing/hand sanitizer, pedestrian 
traffic flow to limit contact). If applicable, this can reference following current campus and location-
specific protocols and/or existing standards such as those indicated in the guidance. 

Describe food service/delivery, if applicable. 

Checklist to be completed prior to submitting request: 
Item (if applicable to your event) Status
Verify with campus calendar managers (Jennifer Breland in Walterboro and April 
Williams in Allendale) that your proposed date does not conflict with any other events 
on campus. 
Contact Dean’s Office (Margaret Carter) to verify the Dean’s availability on proposed 
date. 

Prepare an estimated budget for the event and obtain supervisor approval.   
Note:  If unsure of funding, please consult with the Director of Business Operations 
(Jessica All). 
Verify with the Maintenance Director (Todd Padgett) that any maintenance needs can 
be met. 

Verify with the IT Director (Gayle Walsh) that any technology needs can be met. 

Verify with the Campus Health and Safety Coordinator (Brenda Hightower) that the 
space will be accessible if event is not during normal operating hours.  Also, verify that 
a first responder will be available, or if an alternate emergency plan can be established. 
Notify Public Relations/Communications (Stephanie Gruber) if there is any publicity, 
media awareness, or similar visibility associated with the event. 

Any additional information:
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