Parking Services Event Setup and Parking Request Form
Must Accompany a Facilities Use Request Submission

Steps for submission: 
1. Submit completed request or questions to District.Parking@gcccd.edu. 
2. Requests must be received 1 week in advance of event. 

Date of event: 			Day of Week: 			Time of Event:             

Event Contact: 			Contact Phone #: 	          Facilities Request Attached:  

Location of event: 	    	                     Administrator on Duty (Internal Applicants Only):		

Brief summary of event and request: 
As a reminder a facilities request must be approved and attached to this form. 

Set Up Availability for in-house events:
	Signs Available 
	Number Requested
	Comments (Specify Parking Area or Building Requested)

	CAPS Pre-arranged assignment (GC Diagrams, CC Diagrams)
	
	

	Special Event with Directional Arrow (max 5)
	
	

	Event Parking with Directional Arrow (max 5)
	
	

	Special Guest Reserved/VIP (5 max)
	
	

	Board Member Parking Reserved
	
	



Costs Calculations:
	Item
	Cost
	Total
	Budget Line Number (Internal)

	Guest Parking Permit 
	$2 per guest, per day
	
	

	Parking Lot Reservation
	See board approved fee schedule 
	
	

	Parking Specialist Overtime
	See board approved fee schedule
	
	

	Total
	



General Information:
1. [bookmark: _GoBack]The Director of Public Safety and Parking Services Supervisors reserve the right to modify or cancel any parking requests and change plans as needed. 
1. Charges for overtime will be calculated after the event and charged back to department or agency. 
1. Under no circumstances will event participants be allowed to use staff parking. There are no exceptions. 
1. Free parking is not provided by Parking Services. Each daily visitor parking permit is $2 per day or event organizers have the option of purchasing permits or lots. The Director of Public Safety may deny parking lot purchases based on FTEs, class schedules, and the potential disruption to the academic mission of the campuses. 
1. Under no circumstances may any department or organization other than Parking Services block off parking spaces, direct traffic or authorize parking fees.
1. All outside agency requestors will be billed for time and materials on all set ups and requests as set by the GCCCD board policy.
 Signature of requestor and acknowledgement of policies:					Date: 
		10/23/24 Public Safety
