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	Special Room Request Form
Do not use for student groups 



PLEASE ALLOW TWO BUSINESS DAYS FOR PROCESSING

	Directions

Complete this form electronically, save to your hard drive, and send as an e-mail attachment to Scheduling@neu.edu. 

· Requests for student groups should be faxed to Curry Student center at 617.373.4055.
· If request is for a conference or off-campus group, first contact the Office of Conference and Event Planning, 617.373.5852. Once you have received approval, we will schedule your event. 

· If you cancel your event, please contact the Scheduling Office at Scheduling@neu.edu or 617.373.5315 so we may reschedule your room.

	Equal Opportunity Policy
Northeastern University does not discriminate on the basis of race, color, religion, sex, sexual orientation, age, national origin, disability, or veteran status in admission to, access to, treatment in, or employment in its programs and activities. In addition, Northeastern University will not condone any form of sexual harassment.


Contact Information

Name      
Date      
E-mail      
Phone      

Special Room Request

Purpose: 
 FORMCHECKBOX 
 Makeup class
 FORMCHECKBOX 
 Recitation room
 FORMCHECKBOX 
 Non-class meeting (see below)


 FORMCHECKBOX 
 Midterm exam
 FORMCHECKBOX 
 Review session
 FORMCHECKBOX 
 Other (see below)

Event      
NU sponsor/department      
Date      
Number attending      
NOTE: If you are requesting a room for a Saturday, Sunday, or holiday, you must notify Public Safety at x2121.

Start time      
End time      
 FORMCHECKBOX 
 Check if start time can be flexible.
Requests/special features/instructions      
 FORMCHECKBOX 
 Check if room/building indicated can be flexible.
Remarks      
10-08-2010


