
CREATE AN 
EVENT/FUNDRAISER

Fall 2025



HOW TO…
▪ Start at https://www.riohondo.edu/campus-life/student-life/clubs-organizations/

▪ Click on Section Menu and then click on “Event Request Form”
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COMPLETE THE FORM
▪ Please complete the online form 



TYPE IN THE NAME OF THE ADVISOR THAT 
WILL ATTEND THE DURATION OF YOUR EVENT



FOR EVENT DETAILS, PLEASE INCLUDE ANY 
EQUIPMENT NEEDS



UNDER EVENT DETAILS PLEASE ADD THE 
FOLLOWING INFORMATION:

Please describe in detail the:

▪ (1) date(s) of event

▪ (2) time(s) including set-up and clean-up

▪ (3) preferred location(s) with building name and room 
number information

▪ (4) facility needs, including table, chair(s), whiteboard, 
canopies

▪ (5) purpose and details of activity/speaker/event 
/fundraiser (ex: selling buttons for $2 as club fundraiser)



ONCE THE FORM IS COMPLETE SELECT 
SUBMIT



YOU’RE DONE!
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