Teaching Center Event Planning/Space Request Form

Information for your event needs be received two weeks prior to the event to allow sufficient time to announce your event in the “This Week in the Teaching Center” and the Professional Development Calendar.  

You can complete this form and send it interoffice mail to the Teaching Center. You can also download the form from the Teaching Center Webpage http://faculty.ccp.edu/dept/teachingcenter/ and email to teachingcenter@ccp.edu
Name: ______________________________________________________________________________  

Name/Title of Event: ___________________________________________________________________

Event Contact Person: ___________________________________Department:  ___________________

(  Email: __________________________________________________________________________
(  Phone: __________________________________________________________________________


Please check which of the above is the preferred method of contact.

Others presenting or involved with the event: ________________________________________________

________________________________________________________________________________________________________________________________________________________________________
Date of Event: 
(First Choice):  __________________________________________________________


(Second Choice):  ________________________________________________________
Time of the Event: ____________________________________________________________________

Please give a 2 to 4 sentence explanation of your event.  This will be used for This Week in the Teaching Center and the Professional Development Calendar.
	


Note:  The Teaching Center requests no food at events unless given permission.  If food is allowed then the event coordinator is responsible for the clean up of all food after the event.

If you need AV equipment please reserve directly with the AV department in B1-25 or 751-8460.   They will deliver, set-up, and remove the equipment. 

Please direct any questions to teachingcenter@ccp.edu






























