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Event Request Form



	Full name:
	
	
	
	Date:
	
	Click or tap to enter a date.
	
	
	First
	                                                 Last
	
	
	
	
	

	Club / Org:
	
	
	
	Phone:
	
	

	
	
	
	
	
	
	
	

	Event Name:
	
	
	
	Email: 
	
	

	
	
	
	
	
	
	
	
	



	Date of Event:
	
	Click or tap to enter a date.	
	Event Time:
	
	

	
	
	

	Description of Event:
	
	

	

	




	Is the event open to the public?
	
	Yes ☐
	No ☐
	
	If no, $75 to rent the half space / $150 to rent the full space - conditions apply

	
	
	
	
	
	

	Will you need access to Bluetooth?
	
	Yes ☐
	No ☐
	
	

	
	
	
	
	
	

	Will you need microphones?
	
	Yes ☐
	No ☐
	
	

	
	
	

	Will you be bringing food in?
	
	Yes ☐
	No ☐
	
	

	
	
	

	Will you require catering from The Bridge?
	
	Yes ☐
	No ☐
	
	

	
	
	

	Will you require drink tickets?
	
	Yes ☐
	No ☐
	
	If yes, drink tickets are $5 each
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General Inquiries: thebridge@american.edu 
Event Inquiries: thebridgeevents@american.edu
Furniture
· Furniture in the The Bridge should remain generally in place, and any furniture that is moved must be returned to its original position after the event.
· A fee of $50 will be charged to your organization if furniture is not moved back into place.
· Please reference floor plan to understand which furniture can and cannot be moved.
· The Bridge Cafè has a ‘staging area’ but no elevated stage or podium.


Cancellations/No Shows
· If an event is canceled with less than 24 hours notice or a no show takes place, a fee will be charged at the discretion of The Bridge Cafe.

Catering
· Organizations and departments can host events that include food from outside vendors/eateries.
· All organizations are responsible for their own clean-up. Failure to clean-up after your event may result in a fine at the discretion of The Bridge Cafe.

DJs and Musical Attractions
· All events hosting a DJ or musical attraction must provide their own equipment.
· The Bridge has a microphone and Bluetooth speaker available to organizations hosting events in the space.

Decorations and Signage
· Signage cannot be posted on the columns, the glass, or the walls throughout the facility.
· Decorations, such as latex balloons, graffiti, and glitter, are not permitted in The Bridge footprint.
· Organizations may not chalk on The Bridge Café walls.
Security
· Venue capacity for this space is 200 participants.
· Security Concerns: 202-885-2527 (non-emergency) or 202-885-3636 (emergency)

Pricing
· Please request event space one - two weeks prior to the event taking place
	Staffing Fee
	$20 / hour per staff

	Internal Clients
	Full Space: $150 per 3 hours
Half Space: $75 per 3 hours




Disclaimer and signature

I certify that my answers are true and complete to the best of my knowledge.   

If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.

	Signature:
	
	
	
	Date:
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