Meredith Events

2012 / 2013 Request Form

1. Event/Meeting/Calendar Entry Description, Time, and Date:
Please Describe Your Event:

	
	
	

	 Name of Event/Meeting:
	
	Estimated Attendance:
	

	 Setup Time:
	
	Start Time:
	
	End Time:
	
	Tear-down Time:
	


List the day and date of your event/meeting; if it is a recurring event/meeting, list all days and dates:

	
	
	


2. Event Room Requests, I[image: image1.png]MEREDITH



f this event/meeting requires a room reservation, please list your top 3 room choices:

	First Choice:
	
	Second Choice
	
	Third Choice:
	


3. Additional Details:

	
	Yes
	
	No
	

	
	
	
	
	Will any food be served at this event?

	
	
	
	
	Is this a new event? (Answer ‘No’ if the event has occurred in previous years)

	
	
	
	
	Do you want this event to appear in the 2012 / 2013  Student Planner ?


4. Requester and Organization Contact Information

	Name of Department/Organization/School Making Request:
	


 Requester Contact:
	Name:
	
	Relationship to Organization:
	

	Email Address:
	
	Phone Number:
	


 Primary Contact During Event/Meeting:

	Name:
	
	Relationship to Organization:
	

	Email Address:
	
	Phone Number:
	


 Secondary Onsite Contact During Event/Meeting:

	Name:
	
	Relationship to Organization:
	

	Email Address:
	
	Phone Number:
	


· Save document as the Name of the Event and Start Date (e.g. SGA Executive Committee Meeting 8-16-12 or Sizzlin’ September 9-14-12). Email completed forms as attachments to campuscalendarrequests@meredith.edu









