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Request form for events to be held on Fermilab property

To be completed by:

· All non-Fermilab personnel or organizations requesting to use Fermilab property.
· Fermilab personnel requesting to use Fermilab property for events that include members of the public.
· Fermilab personnel requesting to use Fermilab property for events that are not directly related to the laboratory’s scientific mission.


Organizer’s name, phone number and email address: 
Name, phone, email

Name of Fermilab contact (if applicable):
Name(s)

Sponsoring organization name (if applicable):
Name

Date of event: XX/XX/2016

Estimated total attendance: XXX

Start and end times (including all set-up and tear-down): X:XXam-X:XXpm

Fermilab facilities requested: 
Conference rooms, Ramsey Auditorium, Kuhn Barn, etc.

Brief description of event: 
What the event is, who would be expected to attend, what would happen during the event, etc. 

Brief description of event set up (including any services requested from Fermilab):
Tables, chairs, A/V requirements, etc.

Adult/child ratio if applicable (intended for events where primary attendance is minors): 
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