
On Campus Events with

No External Vendors

Submit a room reservation
through 25Live.

Create �lyers to post on Social
Media pages/academic buildings.

Send a reminder to Club Roster
through @shu.edu email address.

If food is being served, contact
Laurie Reid to place GDS order.

Complete any invoices/online
purchases with Laurie Reid.

Submit Public Safety form (if
necessary).


