
Documents sent to VP o 

 

External client 

submits External 

Events Intake Form* 

to Events & Fleet 

Services 

Offiavailability* 

External client also 

submits required 

Certificate of insurance* 

Events & Fleet Services 

Office processes a 

Facilities Use 

Agreement (FUA) 

Events & Fleet 

Services Office and VP 

Admin. Srvs. reviews 

files/records if 

external client has an 

MOU, ESA, IGA, prior 

COIs or prior co-

sponsorships 

All documents 

sent to VP Admin. 

Srvs. for review 

and decision ***  

and note if co-

sponsorship 

request is denied, 

reduced, or 

waived Events & Fleet Services 

Office sends FUA to 

external client for 

signature 

Once external client 

signature on FUA, the VP 

Admin. Srvs. signs the 

FUA 

Events & Fleet Services 

sends requests to College 

Business Services to 

process and send an 

invoice to external client 

EXTERNAL CLIENT FACILITY USE FLOWCHART 

 

If a Co-Sponsorship 

Request Form** is 

being sought, it must 

identify a full-time 

MCCCD employee who 

is involved with the 

planning and 

organization of the 

external client event, 

and submits the 

request form to the 

Events & Fleet Services 

Office 

* Required document and must be submitted one-month, or longer, prior to the event date. 

Information on the SMCC Facilities Reservation webpage. 

**All co-sponsorship requests noted on the quarterly facilities use reports sent to the District 

Office for the governing board. It must provide written justification why the external client 

event rental fees were denied, reduced or waived. 

 

 

External client makes 

FUA payment in full 

with College Business 

Services once invoice 

has been received 

Payment receipt sent 

to external client and 

Events & Fleet 

Services via College 

Business Services 
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Events & Fleet Services 

enters FUA and Invoice 

Payment to FUA Tracker 

and on the MCCCD 

Facilities Quarterly 

Reports to District Office 

for the Governing Board  

   

*** All co-sponsored events, regardless if reduced or waived, will have a Facilities 

Use Agreement, in addition to the External Events Intake Form and Certificate of 

Insurance.  All three documents to be submitted one-month, or longer, to the event 

date, to Events & Fleet Services for it and be signed and fully executed prior the 

event date.  

 

 


