Indiana University Northwest Office of Special Events * 203 Sycamore Hall * 

 3400 Broadway * Gary, IN  46408 * (219) 980-6803 or (219) 980-7763* Fax (219) 981-4244

Billing Agreement
	EVENT DATE & LOCATION  -                                                                                                                                     

	Event Title  -                                                                                                                                                            

	Contact Person  -                                                         
	Contact Phone:   

	GENERAL INFORMATION
	

	Event Scheduler Reservation # 
	

	Beginning Time
	Prep Time:                             Event Time:

	End Time
	Event End Time:   

	Billing Address
	

	City     State    Zip
	

	Daytime Phone
	

	Evening Phone
	

	Fax Number
	

	Email Address
	

	Fill in Information below If Applicable 

	IUN Only – Special Expense have been approved 
	  YES            NO          If yes, please provide documentation.

	IUN Only – Foundation Expenses have been approved
	YES            NO          If yes, please provide documentation

	IUN Account Number
	


	Description 
	

	Rental 
	Linen 

	Catering 

	Security Fees



	AV


	Other


	ITEMIZATION


	
	PAYMENT DATES
	

	Audio Visual Fees
	
	Total Amount
	

	Catering
	
	Deposit
	

	Cleaning Deposit
	
	Date Deposit Paid
	

	Duplicating Fees
	
	Balance
	

	Linen
	
	Date Balance Due
	

	Rental Fees
	
	Date Balance Paid
	

	Room Rental
	
	
	

	Security Fees
	
	
	


Note:  Any charges listed on documents are estimated charges only.   Final charges will be determined by goods               and services provided.  Please make out any checks to IU NORTHWEST.
Agree to this_________ day of _______________ 20____ by:

____________________________________

_______________________________________    
Client







Special Events
Dean’s or Fiscal Officer’s Signature_________________________________________________________

   Catering or rental items will not be ordered without approval from your Dean or Fiscal Officer.
PLEASE FAX CONFERENCE/MEETING AGENDA TO 981-4244 at least 10 business days prior to your event.


