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TWO STEP PROCESS:
W W W. U P S TAT E . E D U / C A M P U S - A C T I V I T I E S / S T U D E N T- O R G S / O F F I C E R R E S O U R C E S

STEP 1 – Event Approval

• Fill out event approval form on-line for all 

on & off campus events.

Note –All events, meetings, gatherings for 

student organizations and classes must be 

approved through the Office of Campus 

Activities. 

STEP 2 – Room Reservations

• Fill out request on-line for on campus 

events only

Once the event is approved and the room is 

booked you will receive email notification. If 

any issues arise you will be notified by email.



R E A S O N S  E V E N T S  

M AY  B E  D E C L I N E D
• Per USG no more than three events 

may take place at one time

• All campus event taking place

• Date/Time requested is not available

• Space requested is not available

Specific space/location request is 

not required. Can request a space 

that will accommodate estimated 

attendance. Can request preferred 

building.



PROCESS SUMMARY

• Fill out Event Approval Form on-line for all on & off campus events

• Fill out room request on-line (if on campus)

• Event is approved and room is booked

• You receive an email confirming approval of off campus events or room confirmation for 

approved on campus events

• Event is posted on Presence


