Display Case
Reservation Form

IOWA STATE UNIVERSITY

Student Activities Center
1560 Memorial Union, Ames, IA  50011
515-294-8081 ( Fax: 515-294-0215
STEP ONE:  Information must be PRINTED and LEGIBLE to be processed.

TODAY’S DATE


NAME OF ORGANIZATION 

PROMOTION OF WHAT ACTIVITY      

WEEK  REQUESTED             

       
          to          







        (MONTH/DAY/YEAR) 


(MONTH/DAY/YEAR)
LOCATION REQUESTS

  FORMCHECKBOX 
 Display Case 1 (South of the Booth on First Floor)

 FORMCHECKBOX 
 Display Case 2 (Outside of West Student Office Space)

 FORMCHECKBOX 
 Display Case 3 (Across from Panda Express)

STEP TWO:  STATEMENT OF RESPONSIBILITY:  The registered organization representative must be a current student in good standing at Iowa State University.  The organization must be registered for the current year through the Student Activities Center.  Displays must be in place by 10am the day of the reservation begins. If, for any reason this deadline cannot be met, the Student Activities Center must be informed or the reservation will be forfeited. Displays must be removed by 9am the Monday following the reservation. If, for any reason, this deadline cannot be met, the Student Activities Center must be informed  in advance or the materials in the display will be discarded, and the group will lose the rest of their allotted days for the academic year. If for some reason, these deadlines can not be met, the Student Activities Center must be informed.  The Student Activities Center reserves the right to deny usage of boards due to violation of any of these policies, and or an unauthorized event. 
	ORGANIZATION REPRESENTATIVE

	YOUR NAME       

	ADDRESS       

	PHONE          
	EMAIL         

	POSITION         

	SIGNATURE/DATE


STEP THREE:  Once STEPS ONE & TWO are complete return this form to the Student Activities Center for additional instructions.
	DEPARTMENTAL USE ONLY

	APPROVAL
	DEPARTMENT SIGNATURE
	DATE

	CHECK OUT
	DEPARTMENT SIGNATURE
	DATE

	CHECK IN
	DEPARTMENT SIGNATURE
	DATE


3/19/2010

