Marketplace Event Submission Form    
College Affiliation and Organization Name:  
Contact Person for this Event:  (Must be an NSU Employee)
Phone Number:  
Email Address:  
Index Number & Account Number: Allocate funds into the Student Activity Fee Accounts office (Bryan Roberts – broberts3@nova.edu) The funds are for this student organization. 
Event Title:

Date of Event:

Preferred Website Activation Date:  (Please allow two weeks for the page to be built and tested)
Preferred Website Close Date & Time: (Typically prior to the event’s date and during business hours so a final report can be provided to you).

--------------------------------------------------------------------------------------------------------------------------------

Description of event: (The text exactly as you would like it to appear on Marketplace):  

Tips on information to include: (short descriptive paragraph, date, time, location of event, ticket prices, purchase deadline and contact information).
***In order to avoid delays in building your payment page and our quality assurance processes, kindly verify the information you are submitting is in its finalized form. 
Ticket/Product Prices: If you would like to have multiple ticket options available, please provide a list of the preferred ticket names and corresponding prices. 

Information to collect from buyer: (examples: phone number, NSU ID#, Guest Name etc. – Marketplace will automatically collect the buyer’s name, address and email address). Information can be both required and optional. There are different methods to collect information (drop down box, open text field, optional multiple check boxes). Please note that the shopping cart cannot be altered. Please consider how you would like to sort and filter the information on your reports. For example, if you would like to be able to sort by a customer’s last name, please indicate that there should be a separate box for First Name & Last Name. Information can be both required and optional.
Marketplace Use Only:


Date received:


Date Created:








