Marietta College Physical Plant Events Support Request Form

Point of Contact (Sponsor)



Date of Request________________








Revision Date_________________

Name:

Telephone:

Alternate Point of Contact

Name:

Telephone:

Event

Name:

Location:

Description:

Expected Numbers of Attendees:

Dates and Times

Start:


Finish:

Set-up and Breakdown Requirements and Times

Set-up by Time:

Breakdown Time:

Requirements:

Note: Sponsor shall order/requisition and fund all rented equipment including chairs, tables, PA systems… …  Do not assume that Physical Plant has chairs and tables for your use as quantities are limited.  

Inclement Weather

Date:


Time:


Location:

Set-up:

Funding

Account #

Is event catered?

Provide catered point of contact and copy of agreement of services to be provided.

____ Check if Additional Information Attached

Signed/Date:




Requester:

