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Faculty Senate Chambers

Reservation Form
James Union Building, Room 100

____________________________________________________________

Scheduling:

1. Call the Faculty Senate Office, Ext. 2582.
2. Limited to Faculty, Staff and Administration. 
3. Priority scheduling is given to the Faculty Senate. 

4. Reservations are taken on a first-come, first-serve basis.  

5. Reservations may not be made more than 6 months in advance.
6. Contact Aramark regarding catering for events in the room.
7. Room clean-up must be completed at the end of event (includes: wiping down tables, replacing tables and chairs into original positions, and vacuuming any obvious food crumbs).

8. Cancellations must be made 48 hours prior to an event.  
9. Failure to comply with the reservation requirements will result in loss of access to the Faculty Senate chambers for 6 months.
Date(s) of Event________________________Time(s)___________________________
Person Responsible______________________________________________________
Number of Attendees ____________________________________________________

Will Aramark be providing food/beverages ____________________________________

Signature______________________________________________________________
Phone #______________________________Email ____________________​​​________
The Faculty Senate Room is equipped with wireless internet access.  All other equipment can be checked out through MTSU Audio Visual Services (898-2711).
Note: 
Faculty Senate Chambers house senate and staff offices.  Please be aware that there may be minimal interruptions during an event.

--------------------------------------------------------------------------------------------------------------------

Date received_________________________________________________________________________
Approved by__________________________________________________________________________
(Mail form to Faculty Senate, P.O. Box 921 or email to facultysenate@mtsu.edu)
