
	
Department	of	Recreational	Sports	Facilities	

Reservation	Request	for	Student	Organizations	
	

Contact	Information	

TAMU	Recognized	Organization	________________________________________________	SOFC	Acct.	#			____________________	

Person	responsible	for	Request	_________________________________________Date	Submitted___________________________	

Cell	Phone	Number	______________________________________								Email	____________________________________________	

Advisor’s	Name	__________________________________	Advisor	Phone	_________________Email__________________________		

Event	Information	

Event	Name	_______________________________________________			 	
Type	of	Activity:	____________________________________________															Approximate	Number	of	People	_______________	
Please	provide	a	brief	description	and	purpose	of	the	event:	
___________________________________________________________________________________________________________	
___________________________________________________________________________________________________________	

	
	Facility	Request:		Prices	for	facilities	can	be	found	on	the	Rec	website	recsports.tamu.edu	

	
Day	of	Week	

	
Date	

	
Facility/Room	Request	

Time	Request	
(beginning/ending)	

	 	 	 	
	 	 	 	
	 	 	 	
	 	 	 	

	
				Approved	as	requested	 	 					 	Approved	with	noted	changes	 	 	 Request	Declined	
Reservation	#_________	 	 					 	Reservation	#___________	 	 	
Date	Entered	_________	 	 					 	Date	Entered	___________	
Entered	By	___________				 	 	Entered	By	___________			

			Reservation	Scanned	 	 	 	 					SOFC	Encumbrance	#_______________	
	
Facility	approval	is	based	on	the	availability	of	space.		Please	review	the	attached	confirmation.		Any	changes	to	your	request	
will	be	reflected	on	the	confirmation	sheet.		After	you	receive	the	confirmation	for	the	facility	rental	portion	of	your	event	the	
SOFC	approval	to	charge	form	or	the	Departmental	Account	number	if	your	Organization	is	departmental	sponsored	is	due	
within	the	10	days	to	secure	the	reservation.	The	Approval	to	Charge	form	is	considered	the	deposit	for	the	facility	rental.		All	
social	events;	tournaments,	games,	and	lessons	will	have	a	charges	for	facility	rental	the	room	and	equipment	charges	are	
located	on	the	Rec	website.		Recsports.tamu.edu.	any	non-	members	will	need	to	purchase	a	guest	pass	to	recreate	and	or	
participate	in	recreational	activities.		At	the	conclusion	of	your	event	you	will	receive	a	final	invoice	outlining	rental	fees	and	any	
additional	charges	and	it	will	be	submitted	for	payment	to	the	SOFC.		

Please	complete	and	turn	in	a	copy	of	the	following	forms	once	you	have	the	reservation	confirmation	from	the	Rec	
SOFC	Approval	to	Charge	form			https://maroonlink.tamu.edu/	
Tax	Exempt	form	(if	your	group	is	tax	exempt	please	submit	the	tax	exempt	form)	

	
I	acknowledge	that	I	have	read	and	I	am	aware	of	the	cancelation	policy	and	rental	cost	associated	with	this	reservation	if	they		
Are	allocable.				
	REQUESTOR’S	SIGNATURE________________________________________________________________________		
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