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DATE REQUEST SUBMITTED Copy to DRE
EVENT NAME Copy to School
EVENT DATE Copy to B/G Mgr
SPONSORING GROUP
PERSON RESPONSIBLE FOR EVENT

PHONE E-MAIL FAX
PERSON RESPONSIBLE FOR SET-UP/BREAKDOWN/CLEAN UP

PHONE E-MAIL FAX
NUMBER OF PEOPLE IN ATTENDANCE

MARKER BOARD EASEL CHALK BOARD OVERHEAD PROJ.

EQUIPMENT NEEDS: EXTENSION CORD SPEAKER STAND OTHER OTHER

PLEASE DRAW DIAGRAM SHOWING DOOR LOCATIONS, # OF TABLES & CHAIRS AND THEIR LOCATIONS AND OTHER SPECIAL EQUIPMENT LOCATIONS.
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