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Name of Contact Person 

Day/Night Requesting  

Alternative Day/Nights

Event Time (Please include (if you 

need set up time), the intended run 

time of actual event(and tear down 

time if needed))

Do you need us to Book Room for you

If we are booking a room for you, do 

you have a Preferred Location (3-200s, 

Classroom, Monroe A & B, Empire, 

etc). 

Equipment, IT, Audio needed

Special Requirements

Title of Workshop

Description of Workshop for 

Promotional Purposes
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