THE NEW FORM comes first::::

Dear John,
Try to request rooms by e-mailing Lisa Morrill?

Please use the following to submit future requests: 
https://registrar.sa.ucsb.edu/RoomRequest.aspx
 
Also, please provide the start time for this event. Reference # 895580.
 
 
Thank you,
Lisa Morrill
Office of the Registrar
====================================================================

Top of Form

OLD Room Request form
ALL ONE-TIME ROOM REQUESTS MUST BE SUBMITTED AT LEAST ONE WEEK BEFORE THE EVENT.

Please use the following request form for all Academic One-time event requests associated with a specific academic course (i.e., must be associated with a course with an enrollment code).

All other event requests in General Assignment classrooms can be scheduled on http://osl.sa.ucsb.edu/Scheduling or https://orgsync.com/35502/forms/32631/submission
Click here for an inventory of General Assignment classrooms. 

Requestor Name*   John D. Baldwin

Academic Department*  Department of Sociology

Email*  baldwin@soc.ucsb.edu

Phone Extension = x  3064 (or try 805-967-4995)

Fax =  x 3324

Event Length (indicate hours and minutes)* 
 
2 Hours    10 Minutes

Preferred Building/Room, ANY        if any (indicate "only" if required)

Preferred Day(s)/Date(s)/Time(s) (indicate "only" if required - list all possible alternatives) * 
                       Thursday, July 31, 2014 
11:00 to 1:10 PM 

Minimum Room Capacity* 5
 
How many times will the event occur 1

         If more than once, at what interval
        
Event Type      DSP test room
Special Facility Needs
MACROBUTTON HTMLDirect 
  

Additional Information
MACROBUTTON HTMLDirect 
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Bottom of Form

Dear John,
Please use the following to submit future requests: https://registrar.sa.ucsb.edu/RoomRequest.aspx
 
Also, please provide the start time for this event. Reference # 895580.
 
 
Thank you,
Lisa Morrill
Office of the Registrar
THE OLD FORM is below

SEND ALL ONE-TIME ACADEMIC ROOM REQUESTS TO: req1room@sa.ucsb.edu
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

·  ALL ONE-TIME ROOM REQUESTS MUST BE SUBMITTED AT LEAST ONE WEEK BEFORE THE EVENT.

·  Please send a separate e-mail for each event.

·  Please do not send your request as an attachment (copy and paste it directly into your e-mail.)
====================================================================================================

1. Event Length: 
3 hours
2. Preferred Building/Room, if any: ANY
   (indicate "only" if required)

3. Preferred Date(s)/Day(s)/Time(s):

Thursday Dec 12 at noon to 3:00 pm
4. Minimum Room Capacity: TEN
5. How many times will the event occur: Once
    If more than once, at what interval:

6. Type of Event: Special DSP testing
7. Related Course: Social 142 (Socialization)
8. Special Facility Needs: none
9. Additional Information: none
======================================================================================

To save paper, please do NOT include the following information when emailing a 1-time Request to the Registrar. Thank you.

======================================================================================

MEDIA EQUIPMENT: Departments must make arrangements for access to equipment in rooms directly with Instructional Resources (3549).

CONFIRMATIONS will be sent via e-mail, fax or phone.  If we are unable to schedule your event we will notify you as soon as possible.  Please submit your event requests at least one week in advance to allow processing time; responses will generally follow within 48 hours of submissi

During the first three weeks of the quarter, evening events or events using peripheral rooms (Arts, Ellison, some HSSB) will be scheduled first.  All other events during the first three weeks of the quarter will be scheduled 24-48 hours prior to the event date based on room availability.  

Requests for Review Session and Midterm overflow rooms should be submitted as soon as possible. 

Final exam overflow rooms will not be scheduled until after the regular Final schedule has been completed, approximately one month prior to the end of the quarter.   

If you have not heard from us 24 hours before the event date, please call Sean Woods (5234) or Sean O’Shea (3602).  Thank you!   

