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	TABLING REQUEST


Clubs & Organizations  |  Student Leadership Programs

FORM SUBMISSION PROCEDURE
	For hard copy submission: 
1. Complete the form.
2. Obtain advisor’s signature.
3. Submit to the Student Engagement and Applied Leadership (SEAL) Center.
	For electronic submission:
1. Type your responses in the spaces below.
2. Attach form to an email and send to advisor for approval.
3. The advisor should forward the form to studentleadership@csuci.edu confirming his/her approval.



Processing time/information: Five to seven business days from date completed form is received.  
Please note: Tabling will only be offered on Tuesdays, Wednesdays and Thursdays from 9:30 a.m. to 4:30 p.m.

CONTACT INFORMATION
	Name of Club/Organization:
	
	Date:
	

	Name of Requestor:
	
	Name of Advisor:
	

	Requestor Title:
	
	Advisor Phone Number:
	

	Requestor Phone Number:
	
	Advisor Email:
	

	Requestor Email:
	
	
	



TABLING REQUEST INFORMATION
	Date of Tabling:
	
	Tabling Location:
	  In front of BT      In back of BT (South Quad)

	Start Time:
	
	Finish Time:
	

	Who Will be Staffing Table:
	

	Purpose for Tabling:
	






TABLING EVENT INFORMATION
1. You will receive a confirmation approving your tabling event.
2. On the day of your tabling event, a table will be placed at your desired location by 9:20 a.m.
3. Arrive 10 minutes prior to your tabling event to set up and ensure appropriate location.
4. Be sure to clean your table after use. (If your club/organization fails to clean the table or damages the table, charges will be forwarded to your club/organization.)
5. In the event of inclement weather conditions, you may move the table into the hallway of the Bell Tower entrance.

	Signature of Requestor*:
	

	Date:
	

	Signature of Advisor*: 
	

	Date:
	



*Signatures not required for electronic submission; however, the advisor must forward the form to studentleadership@csuci.edu to verify his/her approval.

	INTERNAL USE ONLY

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Email confirmation sent
	
	

	Request forwarded to CDS
	
	



Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu.
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