Events in quad and other outdoor spaces: checklist
Mandatory:

· I have reviewed the Outdoor event site booking procedure
· I have reserved my space in Quad by filling out an outdoor event site request form and sending it to karen.wilson@ualberta.ca 

· I have a plan to clean up the site after my event is finished (fees apply if mess is left)

· I have applied for event approval by filling out an event form on BearsDen:

· Login to BearsDen

· Go to your student group page

· Click on “Events” in the lefthand menu

· Click on the “Create Event” button

· Fill out form and submit

*If you can’t see the “Create Event” button, you may not have the right permissions within your group. Talk to your president or the person in charge of registering your group. You also may not be registered. Talk to Student Group Services about this: clubs@su.ualberta.ca. 

Optional: My event…
· needs power/electricity (must note on site request form)

· involves amplified sound, music, speeches, etc. (must note on site request form and get approval from the Dean of Students office)
· may require extra waste receptacles (must note on site request form)

· requires fencing (must note on site request form)

· requires vehicle access (must note on site request form)

· is a barbeque: BBQ Tip Sheet
· involves alcohol
