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Instructions - Security Request for Non-Athletic Event Form
 
Please submit this form at least 1 (one) week prior to the event.
 
Please be concise regarding the actual location of the event.  There may be more than one event
scheduled at the same time for a school.
 
Please indicate both the actual time of the event and the time you require security - some schools
require security 30 minutes prior to and 30 minutes after an event.  You will notice the "begin/end"
times are at the top and bottom of each hour; we pay in hour increments only.
 
The cost for security is $30 per hour for each security person.
 
The total will calculate automatically depending on the information you provide.
 
If you would like to request a specific security person, please do so in the "Special Requests or
Information" section; the bottom portion of the form will be completed by Eric Huber (Supervisor
of Safety and Security).
 
Once you have completed the form, save a copy to your desktop.
 
Once you have saved the form, attach it to an E-mail and send to Eric Huber at
ehuber@fortsmithschools.org  AND send a copy to your school resource officer.
 
You can use the Reset Form button to clear the fields and begin a new request.
 
If your booster club or other outside source is paying for the security at the time of the event,
please disregard the following information.
 
 
If paying via district Accounts Payable department...
 
Click on the paperclip located on the left side of your screen, a window will open at the
bottom of your screen allowing you to open/print the stipend form.  You must complete this 
form at the time of the event and forward to the Business Office so payment can be made to the
security personnel.  Please make sure this form is completed correctly - failure to do so may cause
a delay in payment.
 
The Accounts Payable department only writes checks on Tuesday.  To ensure payment is issued on
Tuesday, you must have the form signed and in the mail for pick up on Monday.   If the form
gets picked up on Tuesday, it will miss the check run and will not be paid until the next week.
 
 
Security Request for Non-Athletic Event
Effective 08/16/2017
This request must be submitted at least
 1 (one) week prior to the event date.
EVENT INFORMATION
Actual Event Time:
SECURITY INFORMATION
Time Security is Needed:
Cost of Security:
SPECIAL REQUESTS OR INFORMATION
For Safety and Security Office Use Only
Officers Assigned
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