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	Previous invoice  if renewing: 
	Location preferred: 
	Alternate locations: 
	Areas required gym classroom etc: 
	Start  end date of events: 
	Reoccurring daily weekly monthly: 
	Start  end times including set up  take down: 
	Name of primary contact: 
	Job title: 
	Location employed: 
	Phone numbers: 
	Email addresses: 
	Event description: 
	of participants: 
	Parking required: Off
	Name of onsite contact: 
	Yes  of tableschairs: 
	Table andor chair set up required: Off
	No_2: Off
	Yes please specify mics projectors etc: 
	AV equipment: Off
	No_3: Off
	Yes provide details: 
	Serving food andor beverages: Off
	No_4: Off
	Yes name of caterer: 
	Catering: Off
	No_5: Off
	Yes contact Facility Rentals: Off
	No_6: Off
	Will fees membership or admission be charged: Off
	No_7: Off
	Yes provide details_2: 
	Yes please see below: Off
	No_8: Off
	How many: 
	Start time: 
	End time: 
	GL Code: 


