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Event Checklist: What To Do After You Submit
Your Event Form
After you submit a 25Live Event Form, there are important steps you should take to
ensure that your event is fully supported by SCU event stakeholders. Play close
attention to the Event Checklist that you receive with your request receipt email and
follow all relevant steps.

1 When you submit a 25Live Event Form, you will receive an email titled, "25Live:
Event Request Received - " followed by the name of the event you requested.

Confirm that the event name, date, and time are correct.

IMPORTANT: Note that the email serves as notification that the submission of an
Event Form does NOT guarantee that the space is available or reserved for your
event. You will be instructed in the email (and in this guide) on how to follow up to
ensure that your event requests have been approved.

You will NOT receive a later email confirming your event request approvals. You
will need to follow the steps in this Event Request Receipt email to follow your
request through the approval process.
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2 Steps that you should take inside 25Live are outlined in your receipt email. Use the
How to Verify My Event's Approval Status guide to track your request through
25Live's tiered approval process.

https://scribehow.com/viewer/How_to_Verify_My_Events_Approval_Status__b6iLFseyS-auU8i2EgZMcg?referrer=documents
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3 While the Operations/Facilities resource request process is now in 25Live, there
are several SCU event resource providers that still have an external event request
form. If you need services from any of these providers, you can access their forms
from the request receipt email.

External event request forms are currently required for:

  • Media Services

  • Bon Appetit

  • Parking & Transportations Services - includes Campus Safety services

  • Auxiliary Services Food & Dining Policies and Forms

https://www.scu.edu/is/academic-technology/avmedia-equipment-resources-and-services/media-equipment-request-for-events/
https://santaclaracatering.catertrax.com/
https://www.scu.edu/parking-and-transportation-services/
https://www.scu.edu/auxiliary-services/dining-services/food-and-dining-policies/
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4 If you need to make additions or edits to your event request, you can do so from
within your event information page.

From the Details tab, click on "Edit Event." Your Event Form will open and you can
make any adds or edits. Typical additions are event layout diagrams or additional
resource requests.

NOTE: If you change the location, date, or time of your request, your event will go
back into the approval process.

Alert!

If the number of attendees anticipated for your event increases from what you
originally submitted via the Event Form, PLEASE reach out to notify the Building
Manager for the location you are hosting your event.

You can find the name of the appropriate Building Manager in the "Location
Assignments and Approvals" box on the Task List tab of your event information
page.
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5 You also have the ability to cancel your event.

From the Details tab, click on "Request Cancellation."
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6 Enter the reason for your cancellation and click "Request Cancellation."

Once the Building Manager for your requested location has accepted your
cancellation request, your event status will switch to "Cancelled" and the location
will re-enter the availability pool.
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7 At the bottom of your request receipt email will be a list of your Event Details.
Confirm that the details listed here are correct.

The Event Details also provide the Event Reference Code which is assigned by
the 25Live system. The format of all reference codes are YYYY-ABCDEF. The letters
are assigned alphabetically in the order that the Event Form was submitted.

  • For example: Event 2025-AAAAAA was submitted before event 2025-AAAAAB.

It is SCU policy that events are assigned to campus locations based upon the
chronological order of when the request was received.

8 While 25Live streamlines the space reservation and event management process at
SCU, it does not fully replace the human connections and communication that are
required to pull off successful events across campus.

If you are making significant changes or are unsure about policies related to your
event, please reach out to the SCU stakeholders involved in your event or the
25Live team (25Live@scu.edu).


