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	Event Title:
	   

	Purpose of the Event:
	   

	Event Start Date and Time
	mm.dd.yyyy       Timet
	   

	Event End Date and Time
	mm.dd.yyyy       Timet
	   

	Specify the Number of Participants  
(MF-FR-70 nolu form)
	   

	Select the Event Venue
	☐
 On Campus                                          ☐
  Off Campus

	Specify the Event Venue Details
	   

	Equipment Requested 
( Please check all that apply.)
	☐
 Whiteboard
☐ Computer
☐
 Internet Access
☐
 Projector
☐
 Camera
☐
 Zoom Meeting Link
☐
 Other …………………………………….

	
	☐
 Vehicle/Bus ( If selected, please complete the fields below.)

	Requested Vehicle/Bus Type
	   

	Departure Date / Time / Location
	   mm.dd.yyyy /……../……

	Return Date / Time / Location
	   mm.dd.yyyy /……../……

	Requestor's Title, Full Name, Phone 
	   



	Requested By
Full Name

Signature

	Chair of the Event Commission
Full Name

Signature


	Head of Department
Full Name

APPROVED

Signature


[bookmark: _heading=h.bqp8kuwvt6l0]
Attachment: 
1 If a vehicle/bus is requested, please complete, sign and attach the MF-FR-70 Event/Activity/Trip Participant List Form.
Notes
1- Upon completion of the event, complete the MF-FR-23 Risk-Based Event Form and submit it to the Head of Department.
2- Upon completion of the event, if applicable, have the MF-FR-32 Training/Event Evaluation Form completed either in printed form or online (WYS).
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