Event Technology Support Request

For additional information please review the Event Technology Support F.A.Q. 
Event Coordinator (must be UT Dallas faculty or staff):      
Department or Group:       
Event Coordinator Phone:       
Account Number:       



Authority over account and office location:       



If you have multiple events please fill out separate forms for each event.
If this will be a weekly or monthly recurring event please provide a start date and an end date.
Name of Event:       
Event Date:       



Event Location/Facility*:       
Expected number of people in attendance?        
Will there be press at your event?         

Description of Event:       
Equipment Needed:       
Comments/Other Important Information:       
* Facility reservations are the responsibility of the event coordinator/sponsoring organization.  For complex requests please make sure you have the space reserved at least 1 ½ hours before the event starts and at least 1 hour after the scheduled end for equipment setup and breakdown.

Request Equipment Setup By:       


Equipment Available for Breakdown:       
Walk Through/Sound Check with Tech at:        (this time should be prior to Event Start Time)
Event Start Time: 
Chose one option for tech support below:
Requesting tech for setup and breakdown  FORMCHECKBOX 

–OR –

 
Requesting tech on site for event  FORMCHECKBOX 

If you check ‘Yes’ below a Video Services Event Form must be also be completed and submitted.
Do you want all or portions of your event recorded?  No  FORMCHECKBOX 
  Yes  FORMCHECKBOX 

Submitting this form does not guarantee a confirmation of your request.
EMAIL COMPLETED FORM TO MEDIA@UTDallas.edu
Requests must be received at least one week prior to your event date.
Date Submitted:       
Updated March 2011

