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In an attempt to balance space requirements, A/V resources, and 
set up time and effort, we request that you carefully consider 
that which you need for your event.  To that end:

� Please do not “over-ask” for space needs, set up requirements, 
A/V needs, or decorating times.

� We understand that event needs change as planning progresses.  
Please let us know about those changes as soon as possible so 
that we can make the necessary changes on the reservation and 
so that we might be able to find the most suitable space and/or set 
up needs.

� This online system will not allow you to “hold” multiple times for a 
single event.   If you are attempting to schedule a high profile 
event, please contact Shawn Wagner at 817-257-7927.  

� Occasionally we may need to move an event.  We make every 
attempt to contact you to discuss this before a change is made.  
You will be notified immediately of any change. 

























� All Audio-visual needs for events held in the 
Union should be handled by the Union staff if 
using Union equipment.

� All A/V requests must be submitted by 12 noon on 
the Thursday of the week before your event so 
that we can schedule the necessary A/V techs.

� Interface cords for projects, DVD players, and 
iPods are available if requested.

� While we attempt to arrange most A/V needs at 
no cost to student groups and University 
departments, unusually demanding events may 
result in an A/V charge.

� Laptop computers for presentations are generally 
the responsibility of the group hosting the event.













� Once your event has been approved, you will 
receive a confirmation email.

� Event Services staff members will be in contact 
with you via email or telephone if there are any 
difficulties with your reservation request.

� Please keep us updated on any changes to your 
event (numbers of attendees, room set up, A/V 
needs) as you know about them.

� If you have recurring reservations (weekly 
meetings, etc.), we would like to know if you 
cancel a meeting.   This allows us to allow 
another user to schedule the room and may 
eliminate needless room set ups or changes.



� Shawn Wagner Events Coordinator
¢ s.wagner@tcu.edu 817.257.7927

� Natalie Boone Assistant Director, 
Operations

¢ n.boone@tcu.edu 817.257.7927

� Mike Russel Executive Director
¢ m.russel@tcu.edu 817.257.7927
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