
 Cudahy Student Center Reservations (Current as of 4-23-15)  

Certain locations can be reserved within the Cudahy Student Center using the following procedure.  

Which locations can this procedure be used for?  

- Sales Tables (There are 3 available on a regular basis and up to 6 total.)  

- CCID Lounge (This is the lounge located directly beside CCID.)  

- Game Room  

- Chapel  

 
How can I reserve these locations?  
- Send an email to Nick Seidler seidler@msoe.edu in Student Activities (414-277-6922) requesting permission  
 to use the space/sales table. We require that you submit this request at least 72 hours (business) prior to the   
 day/date you need the area.  
 
    The request should include the following information:  
      - Name of Organization/Department/Group  
      - Contact Name (Please be aware that this person must be present during for the entirety of the event.)  
      - Contact Email  
      - Contact Phone  
      - Purpose of the Room Usage/Detailed Description of the Event  
          (Please be aware that the event must comply with the Campus Room Reservation Policy.)  
      - Start Date and Time of the Proposed Usage/Event  
       (Please be aware that all events must take place during the operating hours of the Campus Center.)  

      - End Date and Time of the Proposed Usage/Event  
      - What area are you requesting to use?  
      - If you are requesting Sales Tables, how many tables are needed for the proposed usage/event?  
      - Are you soliciting persons or selling items?  
          (Please be aware of the sales & solicit policies associated with those actions.)  
      - If doing a bake sale, you must follow the bake sale guidelines. 
           (Please be aware of the bake sale policies associated with those actions.) 

      - If doing fundraising, you must follow the fundraising guidelines. 
           (Please be aware of the fundraising policies associated with those actions.) 

      - Will there be food present during the proposed usage/event?  
          (Please be aware of the food usage policies associated with food clean up and outside catering.)  
      - Are you requesting a food service waiver for the proposed usage/event?  
          (Please be aware of the food waiver guidelines.) 
 
What happens next?  
- The requestor on behalf of the organization will receive an email message back from Student Activities indicating: 
      - that approval has been granted or  
      - asking for additional more information or  
      - the request has been denied or 
      - in the case of a Sales Table reservation and sales are taking place (bake sale, etc), on the day of the 
event,      
       the requestor or contact person should stop by the Student Activities Office (CC-377) to pick up an  
       “authorization pass,” which must be clearly displayed at the table. 
 
FOR ADDITIONAL QUESTIONS OR INFORMATION,  
please stop in and see Nick in Student Activities (CC-377) or email at seidler@msoe.edu 
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