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EVENT REQUEST FORM
Form to be completed by Event Coordinator and submitted with a budget to Chapter President for review.
Application must be submitted 90 calendar days prior to proposed event.

Name of Event:  ___________________________________________________________________
Proposed Date of Event:  ____________________________________________________________
Location:  ______________________________________________________
Time:  _________________________________________________________
Primary Contact information:  _______________________________________________________
Secondary Contact Information:  _____________________________________________________
Description of Event:  ______________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Additional Details:  ________________________________________________________________
________________________________________________________________________________
Coordinator signature:  ________________________________________________



Note:  A completed budget must accompany Event Request Form before event can be approved.
Maximum event size (# of participants):  __________________________________________
# of Volunteers needed:  _______________________________________________________
Materials Required:  __________________________________________________________
Total Budget dollars for event:  $___________________________
Three Board Member signatures required for approval:							
Signature:  __________________________________________________   Position:  ________________
Signature:  __________________________________________________   Position:  ________________
Signature:  __________________________________________________   Position:  ________________
After event and budget have been approved, the Event Form is forwarded to:
· Master Calendar Keeper
· Newsletter editor
· Web Master
		Rev 9-9-16
