
6/10/2026 

FULA Submission Process 

 

To ensure timely processing and approval, please follow the guidelines below when preparing and 
submitting a Facility Use License Agreement (FULA). 

General Requirements 

• FULAs must be submitted and fully signed before the event date. 

• A FULA is required for any external organization or individual providing a service or hosting 
an event on the SIUE campus. 

• External parties should not complete the FULA. The sponsoring SIUE department is 
responsible for preparing the document. 

Select the Correct FULA Template 

Use the template that best matches your event: 

1. General FULA – Standard events and services. 

2. FULA with Minors – Required for any event or camp with participants under the age of 18. 

3. FULA with Coach Camps – For camps operated by SIUE coaches. This template includes 
a reduced insurance requirement that applies only to SIUE-operated athletic camps and is 
not available to outside organizations. 

Waivers are not sent to or collected by VCFA office but intended for departmental use. 
Alternate waivers provided by department are allowed. 

Legal Entity Information 

The following information is required for all external organizations: 

• Legal Entity Name 

• State of Incorporation/Organization 

Verify the legal entity using the appropriate Secretary of State business search: 

• Illinois: https://apps.ilsos.gov/businessentitysearch/ 

• Missouri: https://bsd.sos.mo.gov/BusinessEntity/BESearch.aspx?SearchType=0 

When searching: 

• Use Business Name as the search criteria. 

Templates/Facility%20License%20Agreement%20-%20Revised%207.20.2026.pdf
Templates/Facility%20License%20Agreement%20-%20Minor%20Participation%20-%20Revised%207.20.2026.pdf
Templates/Facility%20License%20Agreement%20for%20Coach%20Camps%20-%20Revised%207.20.2026.pdf
https://apps.ilsos.gov/businessentitysearch/
https://bsd.sos.mo.gov/BusinessEntity/BESearch.aspx?SearchType=0
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• If no results are found, search using only the first portion of the business name. 

• If the entity still cannot be located, request the legal entity name directly from the 
organization. 

• Confirm the entity is in Good Standing. 

• Record the entity type (LLC, Corporation, Nonprofit, etc.) as listed. 

Special Situations 

• School districts: List the district name and number (e.g., Highland CUSD5, an Illinois 
School District). 

• Athletic teams: Do not list the team name as the legal entity. Instead, list the organization 
as the legal entity and describe the baseball game, practice, tournament, etc. under the 
Event Purpose section. 

Location Formatting 

Enter locations using the following format: 

Line 1: Building name and room number or specific location 

Line 2: Full street address 

If multiple locations or complex schedules are involved: 

• Attach a separate page with the complete list. 

• Enter "See Attached" on the location and/or time fields within the FULA. 

Required Supporting Documentation 

Please do not submit a FULA until all required documentation has been received. Incomplete 
submissions will be held until all materials are provided. 

Supporting documents may include: 

• Certificate of Insurance (COI) 

• Any additional documents required for the specific event 

• Food handling licenses and Madison County permits for food trucks 
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Certificate of Insurance Requirements 

The Certificate Holder must read exactly as follows: 

The Board of Trustees of Southern Illinois University 

70 Hairpin Drive 

Edwardsville, IL 62026 

When reviewing the Certificate of Insurance, verify: 

• Coverage dates include the event date(s). 

• The insured entity matches the listed Legal Entity Name or that the relationship between 

the two can be verified. 

Submission Process 

Once the FULA and all supporting documentation are complete, email the full submission for 

review and approval before signatures are obtained. 

Submit to: 

• rvanzo@siue.edu 

• kacburn@siue.edu 
 

 
Example FULA is attached below. 

mailto:rvanzo@siue.edu
mailto:kacburn@siue.edu
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