SPECIAL EVENTS
Contact Information  (see bottom for Special Event form)
A. Department name or Company

B. Name of Contact

C. Phone

D. E-mail address (E-mail is required for follow up conversation on all events)

E. Mail Code

Event Information

A. Name of event
B. Date and Time of event
C. Location of event
D. Number of participants 

Parking Needs

A. Number of vehicles 
B. Event Parking Arrangements

1. Requirements for VIP parking 

2. Parking attendant requirements 

3. Need for lot security during the event 

4. Need for event staff or Parking Enforcement 

5. Will there be any activities in the parking lot [displays, booths, etc] 
Transportation Needs

A. Event Bus and/or Department Charter needs (Please include as much detailed    information as possible for accurate billing).
1. Number of individuals that need to be transported 

2. Location of Pick-up (Address)

3. Time of Pick-up

4. Destination (Address)

5. Return time

Billing

A. University of Houston Departments

1. Billing information, if different from contact person 

2. SCR, or PeopleSoft Cost Center to be Charged
B. Billing from Outside the University

1. Billing information, if different than contact information 

2. Payment is required after the event has been completed. 

A)  We accept check and/or money order. 

                          Parking Services



Cost
                    Parking Space




$1.50

                    Parking Space (Outside Agency)


$3.00

                    Visitor Lot Parking Space (Lot 15G & 16F)
$4.00

                    Meter Per Hour




$1.00

                    Open Lots





$1.50

                    Open Lots
(Outside Agency)


$3.00

                    Parking Attendant




$23.00

                    Barricades and/or Cones Set-up Fee
   

$20.00
· Conference permits - $3.00 each per vehicle, or if department is making payment for attendies there will be a charge of $1.50 per vehicle that department has instructed will be attending, on these occasions the lot will opened and not cited on this date. We require all groups attending a conference, seminar, or workshop that are not being paid for by a department in advance to have a visitors permit purchased via information booths located on Entrance 1 off of Calhoun / Lot 15G Located off of Cullen St. in front of Athletic Alumni Building. 

To Set up an Event 

A. Contact the UH-DPS Parking Division Office (Clifford Kennedy / Paul Lozano @ (713) 743-5849

1. Minimum of two week notice must be given to UH-DPS Parking Division Office for setup of event. 

2. Minimum of 24 hours in advance must be given for cancellation.
B. Must fill out a Special Events form with the following information

C. Provide Contact Information

D. Provide Event Information

E. Provide Parking Needs

F. Cancellation of event 

·  Minimum of one day (24 hours).
Special Events Parking    

During some special events, certain parking lots may have designated areas closed to regular permit holders. Patrons using these facilities pay a rental fee, as set by the University Parking Division. However, a staff/faculty member whose duties require work beyond the traditional working hours will be admitted with their valid UH Parking Permit, except on home football game days and basketball game nights.
Parking During Football Games

All faculty, staff and student commuter parking areas (non-reserved) are sold to accommodate booster and general public parking on game day.  University of Houston Faculty/Staff parking permit holders who park in gated lots are allowed to park in these areas when displaying their permit.  
Faculty, staff and students (commuters), attending the game who purchase UH parking permit for ungated lots must pay and additional fee to park on campus near the stadium, alternate free parking is located in Lot 9C off of Cullen St and Wheeler.  Faculty and staff permit holders that need to work on campus or teach a class on home football game days, may park in their perspective parking gated lot on these days. 
There is no RV parking on campus unless by membership of the Athletic Booster Club.  All Athletic Booster Club parking is provided for game day only.  Overnight parking is prohibited. 

Parking During Basketball Games

On basketball game nights, all areas around the Hofheinz Pavilion are controlled by the Athletic Department. All faculty, staff and student commuter parking areas (non-reserved) are sold to accommodate booster and general public parking on game day.  University of Houston Faculty/Staff parking permit holders who park in gated lots are allowed to park in these areas when displaying their permit. 
Bus Drop-off and Pick-up Locations

On occasion we have buses that arrive on campus bringing potential students for campus tours and other such related reasons, due to traffic/safety related reasons the buses are not allowed to park on Entrance 1 directly in front of the University Center.  Alternate locations are as follow;  
a. East side of Welcome Center on Calhoun Road

b. Lot 5B off of Wheeler St.

c. East side of University Center off of Entrance 4 (Rainy days only)

When there are large number of buses that are to arrive on campus at the same time, you will be instructed to utilize Lot 5B and have officers (charged to the department sponsoring the event) to help direct the buses in / out of the lot.  All buses will be instructed to park in Lot 8A, this being that this lot is not highly utilized and will not disrupt Student, Staff and Faculty from parking.
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   Houston,  TX 77204-6191         

                                                                                                              
  Phone:         713.743.5756
                                                                                                               
  Fax:            713.743.0349
University of Houston     _________________________________________            __________          Parking and Transportation Services





          
REQUEST FOR SPECIAL PARKING

Please complete and return this form to request special parking for conferences, meetings, or other events.

ALL areas of the form must be completed;  incomplete forms will not be processed.

Contact Person:______________________________________  Title: ____________________________

Phone: ______________________________________  Fax: ___________________________________

Department: ________________________________________  Department Mail Code: _____________

Name of Event: ________________________________________________________________________

Date(s) of Event: _______________________________________________________________________

Form of Payment:  Service Center Requisition  ________                        Check  _______ 

If by SCR, PeopleSoft Cost Center to be Charged _____________________________________________ 

If form of payment is by check, upon receipt of invoice, make payable to University of Houston and deliver to UH-DPS  3869 Wheeler  Houston TX.  77204  (Mail Code 6191)
                                                  am (                           am (
Time(s) of Event ____ : ____   pm (  -  ____ : ____  pm (    Expected Time of Guest Arrival:  __________

Event Location:  ____________________________   Requested Parking Location:  ___________________

Est. # Parking per Day:  _________    # Permits Required:  __________     # Tokens Required:__________

                                YES  (                                                                             am  (                               am  (
Parking Attendant   NO   (      Hours Attendant Required:  _____  :  _____ pm  ( -  _____  :  _____ pm  (
Number of Attendants:  _________

By checking NO department will be liable for spaces being blocked, and reserved.  If spaces become unavailable due to an unauthorized individual removing barricade(s), the department is still accountable for payment. 

Special Needs:  _________________________________________________________________________
______________________________________________________________________________________

For Parking Services Use Only

Date:  _______________         Location:  ___________________________________________________

Cost for Spaces:  _________   Set up/Take down Fee:  _________ Charge For Attendant: __________

Estimated Total Cost:  __________   Supervisor Signature:  ___________________________________
� EMBED PBrush  ���
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