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Requestor Information:  
	Request Date:  
	
	
	

	Requestor Name: 
	
	Tenant:
	

	Contact Email: 
	
	Contact Phone:
	

	Event General Information:

	Location: Building 300 Zen Garden   

	Capacity: 145 people – Available any time

	Event Title:   
	Number of Attendees:  

	Event Description:
	

	Event Date(s):  
	

	Event Time: (Start)  
	
	Event Time: (End)  
	

	Set-up Time:
	
	Strike End Time:
	

	Will it be catered?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, by whom?
	

	Will Alcohol be served?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, by whom?
	

	Plan to move or add furniture?             
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, please specify:

	Access to space required prior to event date?
	Yes  FORMCHECKBOX 
  / No  FORMCHECKBOX 

	If yes, please specify:


Please attach a layout plan of your event.
