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PA R T  1  -  N O T I C E  &  C H E C K L I S T

PA R T  2  -  C O N TA C T  &  O R G A N I Z AT I O N

PA R T  3  -  E V E N T  D E S C R I P T I O N

PA R T  4  -  C O S T  B R E A K D O W N

PA R T  5  -  E V E N T  S U M M A R Y
O F F I C E  U S E  O N LY

OFFICER NAME: CLUB/ORG:

OFFICER TITLE: EVENT TITLE:

EVENT LOCATION:

TOTAL ATTENDANCE:

EXPECTED CAL STATE LA STUDENTS ATTENDANCE:

ADDRESS: DATE(S) OF EVENT: SEMESTER:

CITY: STATE: Z IP:

PHONE:

T O TA L  C O S T  O F  T H E  E V E N T

T O TA L  R E Q U E S T E D  F R O M  A S I

A M O U N T  F R O M  O T H E R  S O U R C E S

WHAT OTHER RESOURCES ARE YOU EMPLOYING FOR THIS EVENT:

EMAIL :

S IGNATURE:

BR IEFLY DESCRIBE THE EVENT:

DESCRI PTION: DESCRI PTION:

DESCRI PTION:

STAFF IN ITIALS

TIME STAMP:

DESCRI PTION:

AMOUNT: AMOUNT:

AMOUNT: AMOUNT:

IS THE EVENT OPEN TO ALL CAL STATE LA STUDENTS? HOW WILL THIS PROGRAM ENHANCE THE CAL STATE LA EXPERIENCE?

1.  All Funding Request Packets must be submitted by 12 PM Friday, the week before the Funding Sub-Committee Meetings.

2. Funding Request Packets must be turned in no less than 5 business days (1 week) prior to the event.

3. Deadline for Request for Payment or Purchase Order (RPP) is 15 days after the event.

EVENT FLYER WITH ASI LOGOCSI EVENT REGISTRATION FORM REQUIRED SUPPORTING MATERIAL 
BASED ON PURCHASES/EVENTEVENT ESTIMATES / INVOICES (NOT PAID)
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Hispanic Business Society
ULSA Meeting

March 2nd FALL

USU
40

12

✔

The event will be hosting club members from CSULA HBS as well as students from other
schools, providing an excellent opportunity for students to network with peers from various
institutions and connect with professionals currently working in the business field. It is open
to both current and new members, which will help attract new participants while allowing
them to build their portfolios. This event serves as a great way for students to expand their
professional networks and gain valuable insights into the business world, ultimately
contributing to their personal and professional development.

The primary purpose of HBS is to help students develop financial literacy, a skill that many
students at CSULA are still unfamiliar with, regardless of their major. Many students at
CSULA are first-generation college students, and often, they don't know where to begin when
it comes to understanding personal finances or business concepts. This club can be a
valuable resource for them, offering tools and knowledge that can set them up for future
success. By promoting our club, we can help students develop crucial skills that will not only
benefit them in their academic journey but also in their professional lives. It’s an opportunity to
create lasting impact and empower students with the financial knowledge that’s essential for
success.

Room 852
Food 200

1052
1052

Tables and seats that will be needed for our guests.



















Reservation:Sponsor 17038

Tentative Reservation

Information and Event Services
5154 State University Drive

Room 107
Los Angeles CA   90032

323.343.2465 / 323.343.2454

Event Name: ULSA Meeting

Email Address:

Status: Tentative
Phone:

Hispanic Business Society
5154 State University Drive
Los Angeles, CA  90032

Bookings / Details Quantity Price Amount

Payment (via cash, check, or purchase order) is required at least ten (10) business days before the event date. Please
make checks payable to the University-Student Union at Cal State LA.

Reservations are tentative until all applicable fees have been paid.  Failure to submit payment by the deadline specified
above can result in the cancellation of the reservation.

Appointment Date _________________                 Met with Event Services:________________________
Appointment Date _________________                Met with Media Services: _________________________
Appointment Date _________________                 Met with Use of Facilities:________________________

Food Permit
For events not catered by UAS-Food Services (GEH), an approved Temporary Food Permit is required.
For events catered by UAS-Food Services, please provide a copy of the Banquet Event Order (BEO) provided to you.

Outside vendors/speakers?
YES

       Specify who and how many:
       2 Speakers

Will food be served?
YES

       Who is providing it?
       Pre-Packaged Food Items

Sunday, March 2, 2025
11:30 AM - 3:30 PM ULSA Meeting (Tentative 2/28/2025) U-SU Los Angeles Room AB - 308AB

Banquet for 40
Room Charge: ($168.00 + 4 hours @ $168.00/hr) 1 $840.00$840.00

Less 100% Discount -$840.00
Event Services:

Los Angeles Room Round Table - 66" 6 $30.00$5.00
Less 100% Discount -$30.00

Los Angeles Room Chairs 42 $84.00$2.00
Less 100% Discount -$84.00

30 inch Interior Table 2 $10.00$5.00
Less 100% Discount -$10.00

Event Services Setup Notes:
(7) chairs per table

Use cleanest tables with no rums hanging
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Information and Event Services 17038 TentativeReservation:

Bookings / Details Quantity Price Amount

Diagram in El Monte
Extra Charges:

Extended Hours(5 hours @ $60.00/hr) 1 $300.00$300.00
Media Services - Conference:

Multimedia Podium - Los Angeles AB (MPLA/AB) 1 $75.00$75.00
Less 100% Discount -$75.00
Podium Preference: Podium (B)
HDMI Port Connection: Standard HDMI Cable
HDMI Port Connection: USB-Type C Adapter
Microphones: Wireless Hand-held Microphone: 3 (MPLA/B)
Microphones: Wireless Hand-held Microphone: 4 (MPLA/B)
Microphones: Wireless Lavalier Microphone: 3 (MPLA/B)
Microphones: Wireless Lavalier Microphone: 4 (MPLA/B)
Bluetooth Audio Connection: Phone

Personnel:
Operations Associate(5 hours @ $24.00/hr) 1 $120.00$120.00
I&RS (4 hours @ $22.50/hr) 1 $90.00$90.00
Media Services(4 hours @ $23.00/hr) 1 $92.00$92.00
Full Time Support 1 $250.00$250.00

Subtotal $852.00
Grand Total $852.00

A Tentative Reservation is not a confirmation. A Reservation Confirmation will be issued for signature by the sponsor
upon receipt of payment by Information & Event Services Office.

RESERVATION PAYMENT, PRE-PAYMENT, CANCELLATION, & INVOICING FOR EVENTS

OFF-CAMPUS RESERVATIONS
• Reservations cancelled more than ten (10) business days in advance, one-hundred percent
(100%) of deposit will be refunded.
• Reservations cancelled less than ten (10) business days in advance, but more than two (2) business days, fifty
percent (50%) of collected fees will be refunded (if Tentative Reservation was provided); linen fees still apply.
• Reservations cancelled less than two (2) business days prior to the event will not be refunded.

ON-CAMPUS RESERVATIONS
• Reservations cancelled more than ten (10) business days in advance will not be invoiced
• Reservations cancelled less than ten (10) business days in advance, but more than two (2) business days will
be invoiced for fifty percent (50%) of meeting space rental fee (if Tentative Reservation was provided); linen fees still
apply.
• Reservations cancelled less than two (2) business days prior to the event, will be invoiced in full. If a purchase
order has been deposited in lieu of payment, the sponsor will be billed for the total charges.

PAYMENT AND PRE-PAYMENT FOR EVENTS
• Reservations requested more than thirty (30) days in advance will require a fifty percent (50%) deposit ten (10)
business days after receiving a Tentative Reservation, and full payment no later than ten (10) business days prior to the
event or via a Purchase Order.
• Reservations requested less than thirty (30) days in advance will require a fifty percent (50%) deposit, ten (10)
business days after receiving a Tentative Reservation, and full payment no later than ten (10) business days prior to the
event date.
• Reservations requested less than ten (10) business days in advance will require payment in full two (2)
business days prior to event date.
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Bookings / Details Quantity Price Amount

Reservations will be considered tentative and subject to cancellation until charges are paid in full. Payment must come
directly from sponsor making the reservation.

INVOICING FOR EVENTS
If applicable, an estimate of charges will be printed on the reservation confirmation at the time the reservation is made.
Potential charges include the room rental, staff/personnel, extended hours, cleaning, AV equipment and linen fees.

Final charges may be significantly different than the original estimate depending on the scope of the event.

Invoices are processed within five (5) business days after the event date.

Payment is due upon receipt of invoice.

Prior event charges for the U-SU and University facilities must be paid in full before any subsequent facility usage by
the same group will be approved.

If payment is made by check and the check is not honored, a $25.00 service charge will be assessed. The original
charges and the service fee must then be paid with cash, money order,  or cashier’s check.

Certain events may be eligible for waived room rental fees (other fees are applicable). Interested sponsors must
complete a Facility Use Fund application (in person), available at the Information and Event Services Office, and submit
it for review no later than ten (10) business days prior to the event. All applications are subject to the approval of the
U-SU Executive Director or designee.

FOR CASH OR CHECK PAYMENTS
------------------------------------------------ Office Use Only ------------------------------------------------

______________ RSRV - ROOM RENTAL                         (504970-00001-775000)

______________ RSRV - EQUIP. RENTAL/LINEN            (504971-00001-775000)

______________ RSRV - EXT. BLDG HRS.                        (504972-00001-775000)

______________ RSRV - PERSNL/SETUP                        (504973-00001-775000)

______________ RSRV - CLEANING FEES                        (504974-00001-775000)

______________ RSRV-GAMEROOM                                 (580901-00001-773040)

______________ OTHER ACCOUNT #                               (___________________)

TOTAL: _____________      IN _________

Information and Event Services 17038 TentativeReservation:
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Temporary Food Permit Request Application
(Student Organizations)

All Cal State LA students, faculty, staff, and affiliates must obtain a Temporary Food Permit whenever food or beverages are
distributed or sold to the public on campus. We regulate the food or beverages given out or sold at community events on 
campus to protect health, prevent disease, and promote healthy practices among the public.

Please submit your Temporary Food Permit Request Application as soon as possible or at a minimum of 14 days prior to event 
date to allow adequate time for processing. 

This application is valid only for events at Cal State LA where food will be sold or given away to the general public.

Event Information:         

Name of Student Organization:

Event Name/Title: 

Event Location:

Event Start Date: Event End Date: Hours of Operation:    

Contact Name:                   Email:                Phone:                                     

Food Handler(s) Information:          

Please attach a copy of all current Food Handler Certificate(s) with this application. If you do not already have one, 
please complete the Food Safety and Handling training and attach the certificate. For additional food handler names,
you may add them on a separate page and include it as an attachment. 

: At a minimum, two (2) persons with a current Food Handler Certification is required to be present at your event 
. You are required to retain a physical copy of your Food Handler Certificate while operating your event.

Name of Certified Food Handler:                                       Email:                     

Name of Certified Food Handler:                                       Email:  

Food Type/Source Information:       Snack Sale        Food Sale        Catering        Other: ____________________________

List exact food/beverage(s) that will be sold/served, including ingredients:

                                                                                                  

Will alcohol be served/sold?     Yes      No If alcohol is being served/sold a permit must be on file and shown upon request.

How will the food be protected or stored at proper temperatures? __________________________________________________       

Provide the name(s) & address where food/ingredients will be purchased (e.g. Restaurant / Caterer / Store / Market).

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________
For more locations, add them on a page as and attach it.

PERMIT #:
RMEHS Office Use Only

I

Food Handler Certificate(s)

Hispanic Business Society

ULSA meeting

USU Los Angeles room A and B

03/02/2025 03/02/2025 11:30 AM - 3::30 PM

■

Sandwiches and soda

 All food will be in sealed, food-safe containers to prevent contamination.

2425-349

Subway, 1129 S Fremont Ave, Unit A, Alhambra, CA  91803
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Agreement: For the privilege of selling foods and/or beverages on campus, the Sponsoring Organization shall complete 
the online Food Safety and Handling Training prior to selling/offering food, and agree to read, understand, and comply 
with the Cal State LA Temporary Food Facility Guidelines governing food sales or service.  Failure to comply with the rules 
may result in the loss of food and/or beverage selling/serving privileges and possibly disciplinary action. 

Insurance (for Student Organizations Only): Student Organizations registered with Student Life and in good standing are 
automatically covered under the CSU Club Liability Insurance Program (CLIP). If a Certificate of Insurance is required, the 
Student Organization should contact Risk Management – EH&S for more information.  

No liability will be assumed by Cal State LA, University-Student Union, or University Auxiliary Services for any food or 
beverage the sponsoring organization provides to the campus community.   

    

1. Name of Student Organization Requestor                                  Signature                                   DATE                        
 
 

2. Name of Center for Student Involvement Approver                      Signature                                            DATE 
    (USU 204) (Student Organizations Only) 

 

3. Name of University Auxiliary Services, Inc. Approver                 Signature                                    DATE 
    (Golden Eagle Bldg. 314) 

 

4. Name of Environmental Health & Safety Approver                        Signature                                    DATE 
    (Corporation Yard Bldg. 244) 

Catering/Vendor Information: 
If you intend to use a licensed vendor to provide food at this event, please attach the following documents: 

County of Los Angeles Public Health Permit 

Business License  

Sellers Permit 

Certificate of Liability Insurance  

02/21/2025

Fabiola Avina (Feb 24, 2025 08:18 PST)
Fabiola Avina 02/24/2025Fabiola Avina

danielkeenan (Feb 24, 2025 09:40 PST)
danielkeenan 02/24/2025danielkeenan

Fernando Benitez (Feb 25, 2025 15:58 PST)
Fernando Benitez 02/25/2025Fernando Benitez






