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Shapiro Campus Center  
Space Request Form 

Please fully complete both sides of this form and return it to 
Sarah Richardson, Operations Specialist in the Department of Student Activities at 

Mailstop 203, sarahr@brandeis.edu, 781-736-2626 or by fax: 781-736-3579. 
Please note that completing and returning this form implies your request for space, 

and is not a confirmation. 
 
 

Sponsoring Organization: 
 
 
Name of Event: 
 
Date of Event:                                   Time of Event:                    am / pm       till                    am / pm        
 
Frequency of Event (check all appropriate): 

 One Time Only 
 Every                     Mon    Tues    Wed    Thurs    Fri    Sat    Sun 
 Every other            Mon    Tues    Wed    Thurs    Fri    Sat    Sun 
 Once a month on   Mon    Tues    Wed    Thurs    Fri    Sat   Sun  Date___ 
 Other 

Type of Event: 
 Meeting   Lecture    Performance    Rehearsal    Other ________________________ 

Space needed (please check): 
 Function Room 1 (Room 315) capacity: 16 Standard Conference Room Set-up 
 Function Room 2 (Room 314) capacity: 16  Standard Conference Room Set-up 
 Function Room 3 (Room 313) capacity: 24  Standard Conference Room Set-up 
 Art Gallery (Room 317) capacity: 24   

o The Art Gallery Exhibit/Display Walls are available by reservation.  Please use the    
SCC Art Gallery Exhibit Request Form.   

 Multipurpose Room (Room 236) capacity: 100 
 Atrium (Main Lobby) capacity: 150 
 The Great Lawn 

The Carl J. Shapiro Theater is available by reservation.  Please use the Theater Rental Request Form.   
 
How many people will be attending?  ___________________ 
 
Please describe/diagram the room set-up: 
 
Small Rectangular Tables: # 
 
Chairs: #  
 
Staging:  
 

**Table Cloths, Easels, Round Tables and other event equipment can be ordered through  
Conference and Events x 6- 4300** 

Today’s Date: 
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Will you be serving food?        Please describe:   
 
 
 
** Custodial charges may need to be applied if food is served. ** 
** The “No Frills Menu” is available from Conference and Events at x 6-4300 
What in house audio-visual will you be utilizing: 

 Projector   
 Screen                  
 VCR 
 Laptop hookup  

** Please be aware that you need to provide your own laptop and cord (VGA cord) in the rooms.** 
Audio-visual equipment available for student groups from the Department of Student Activities: 
                       Microphone / Portable PA System              
** For all other audio-visual equipment reservations please contact Conference and Events at x 6-4300* 
Contact Person:                                                                                Title: 
 
Email: 
 

 Student              Staff                Faculty 
Primary Phone:                                                     Secondary Phone: 
Fax:                                                                       Mailbox/MS:   
Do you plan on attending the weekly Jump Start Meeting (for students) on Mondays at 3:00 pm 
in Room 315 of Shapiro Campus Center?   Yes               No                         
Please write a short paragraph describing the event.   
 
 
 
 
 
 
 
 
 
Catering services, reservation of audio-visual equipment, and set up of seating is the sole 
responsibility of the sponsoring group.  If you are not ordering a set-up, the space must be 
returned to its original condition upon the conclusion of the event.  You must contact 
Conference and Events for all food, set-up (round tables, linen) and Audio Visual. All set-
ups scheduled through the Department of Student Activities must be finalized at least 5 
days prior to the scheduled event. If your event is sponsored by an off-campus program or 
group, you need to contact Conference and Events to discuss the fee you will be charged for 
the usage of the room. 
 
Please contact the Department of Student Activities in Shapiro 201 (x 65065) if you need 
assistance in planning your event.   
 
If you have questions or concerns regarding reserving space in Shapiro Campus Center, please 
contact Sarah Richardson, Operations Specialist for the Department of Student Activities, 
sarahr@brandeis.edu. 


