
Columbia College Chicago 
Non-College & Partner Event  

Facility Rental Process 

 

 

Event host/liaison 
enters non-college 
request in master 
schedule (event 
scheduler) 

Space approver 
reviews request 

Is event 
specific Facility 

License 
Agreement 
required? 

Yes 

Host/liaison 
acquires all 

signatures on 
Facility License 

Agreement, security 
deposit and 
certificate of 

insurance  

…………………………………………………… 

Comptroller’s 
office deposits 

payment 

Host/Liaison 
sends copy of 

Facility 
License 

Agreement 
and deposit to 

comptroller 

General Counsel 
sends Facility 

License Agreement 
to host/liaison 

Space approver 
sends standard 
Facility License 
Agreement to 
host/liaison 

No 

General Counsel 
creates event 

specific Facility 
License 

Agreement 

Event host/liaison 
contact General 

Counsel for 
specific license 

agreement 



Campus Environment 
(Facilities, Security) 

completes and 
finalizes closeout form 

Campus 
Environment 

submits closeout 
form to 

Comptroller’s office 

Comptroller’s office 
invoices and collects 

for all charges 

Host/liaison 
completes 

closeout form 

Event occurs 

 


