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Activity and Facility Usage Request Form
	
Equipment			NO. 		SIZE		Type		Location
Chairs
Tables
Coat
Risers
Podium
Microphone
Movie Screen
Overhead Projector
TV/VCR
Comments or Special Instructions:



Food
Beverages
Meal
Sandwiches
Snacks
Dessert
Condiments
Napkins
Utensils
Coffee Pot
Other
Comments or Special Instructions:




Organization/Individual Making Request_____________________________________________
Activity/Event__________________________________________________________________
Date of Activity/Event______________________________________________Time__________
Facilities Needed________________________________________________________________
Building Location_______________________________________________________________________

Signature of Requester______________________________________________DATE________________

Cafeteria Employee Needed                Time________________Location___________________________
Custodian Employee Needed              Time________________Location____________________________
A.D Approval (if Athletic Facility)___________________________________________________________
Yes 	No 
Principal’s Approval____________________________________________________________________
Yes 	NO 
