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	cONTACT INFORMATION:

	Name of Organization:
	Title:
	Today’s Date:

	First Name:
	Last Name:

	Mailing Address:
	City:
	Zip:

	Daytime Phone:
	Cell Phone:
	Fax:

	Email:
	Website, if available:

	Event information

	Date of Event:
	First Choice
	

	
	Second Choice
	

	
	Third Choice
	

	

	Time of Event:
	FROM ______________ a.m. / p.m.  TO _________________ a.m. / p.m.

	
	

	Type of Event: (brief description of event)

	

	PREPARATION

	Additional Access time needed:
	

	

	Will there be required rehearsal time:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 


	

	If yes, dates and times required:
	

	 

	

	food and drinks

	Will food or beverages by served:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 


	

	If yes, describe:
	

	 

	

	If yes, will food be catered:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 
           
	If yes, what catering company:
	

	

	Do you plan to serve alcohol:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 
       

	

	If yes, do you plan to charge for alcohol:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 
           

	

	

	Event set up

	Estimated Number of Attendees:
	

	

	Room Requirement:
	Auditorium 
	 FORMCHECKBOX 

	Room Set Up:
	Auditorium
	 FORMCHECKBOX 

	

	 
	First Floor Gallery 
	 FORMCHECKBOX 

	
	Conference
	 FORMCHECKBOX 

	

	
	Lower Level Gallery
	 FORMCHECKBOX 

	
	Banquet
	 FORMCHECKBOX 

	

	

	Equipment required:
	YES  FORMCHECKBOX 
________________________
	NO  FORMCHECKBOX 
           
	If yes, what kind:
	

	

	

	TICKETS

	Will this event require tickets or reservations:
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 
           

	

	If yes, what will be the charge:
	

	 

	What does the price include:
	

	         

	

	PROMOTION

	Will you need any promotional materials printed:
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 
           
	If yes, please specify:
	

	

	

	Will you need the DCA to design this material:
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 
           

	

	notes

	Use additional space, if needed:
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