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Request for Headquarter City or L&S                                  

Department Sponsored Event 

Event Information:                                                                     
	Event Title: 
	Event Date:
	Start and End Times:

	Contact Person:
	Contact Person Phone & Email:

	# of Non-State Employees: 
	# of State Employees:

	Names and Affiliations of Non-State Employees:
(attach additional list if needed)
	Names and Affiliations of State Employees:
(attach additional list if needed)

	Purpose of Event, Agenda and Event Location:

(attach additional documentation if available)

	Meal/Refreshment Explanation and Justification if any Food is Being Served:

(provide name of caterer/vendor)

	Funding Source:

	Approximate Costs:


Contact Information:                                                                     
	Your Name and Department/Unit: 

	Your Email and Telephone:

	Your Signature and Date:

	Chair Signature and Date:

	UBR/Assistant Dean Signature and Date:

	Associate Dean Signature and Date:
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