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What should you do to plan an 
event?

Plan ahead
Cover all of your bases
Have a back up plan
Fill out ALL proper paperwork



Checking for Venue 
Availability
1. Check WebViewer for appropriate facility and/or available 

space: www.mtsu.edu/webviewer
2. Contact correct scheduler for tentative hold (see list 

provided).
3. Complete and print Application for Use of Facilities form. 

www.mtsu.edu/eventcoordnination Hard copy must be 
submitted to KUC 326S with original advisor signature. 
Their office will forward the form to the correct scheduler.

4. All paperwork (forms, insurance information, etc.) must be 
approved, finalized and received by the scheduler ASAP 
or at least 5 business days (Mon.-Fri.) prior to the event 
or meeting. The scheduler will send you a confirmation or 
you can check back with the scheduler. 

5. See event check list for additional services: 
www.msu.edu/eventcoordination

http://www.mtsu.edu/webviewer
http://www.mtsu.edu/eventcoordnination
http://www.msu.edu/eventcoordination


Today’s Event Listings

Buildings/Spaces 
listed here

Buildings/Spaces 
listed here



Available rooms in the KUC

As you can see, the KUC Theater is having an event from 7am-1pm, but is 
available after that  time for booking.



If you would like to know information about a specific space, simply click on that space and 
pictures, square footage and other information  that  can be useful for planning an event.



http://www.mtsu.edu/eventcoordination





Applications

Application for Use of Facilities form 
Must have ADVISOR AND STUDENT 
AFFAIRS AUTHORIZED signatures to 
secure space

Outside sound approval
Campus police security request
Other forms as necessary















Event services on campus

The following MTSU services provide event planners with the 
knowledge and resources for a successful event. Please contact 
the facility scheduler for specific facility policies, building hours 
and applicable fees. 

Building Attendant for outside normal building hours: Facility scheduler 
will make these arrangements, advance notice is requested to schedule 
worker. $10 per hour.
Table/chair rental: Event Coordination 898-5002. $5 per table, $1 per 
chair.
Production Services/Technical Assistance: 898-2551. 4 hr. minimum @ 
$15 per hour plus any additional equipment.
Custodial: Facility scheduler will make these arrangements. $20 per 
hour.
Aramark food/catering: 898-2202. Prices will vary. 
https://mtcatering.catertrax.com/
Parking Services: 898-2850 Event parking lot request. Parking 
attendant $20 per hour.
Security: Public Safety 898-2424.

https://mtcatering.catertrax.com/


Publicity on campus

Flyers on campus
Banner reservations
Student media: WMTS-FM 88.3, MTTV, 
Sidelines
News & Public Affairs: 898-2919, 
www.mtsunews.com



Special Topics
Film screenings
Fundraising
Larger venues



Important Links

Event Coordination: 
http://www.mtsu.edu/eventcoordination/
Student Unions: 
http://www.mtsu.edu/mtunions/
Webviewer/On Campus Event Calendar:
http://www.mtsu.edu/webviewer

http://www.mtsu.edu/eventcoordination/
http://www.mtsu.edu/mtunions/
http://www.mtsu.edu/webviewer


Questions?
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