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Event Request Form


1. Organization Name: 

2. Date and time of event:

3. Rain Date: 

4. Location of event: 

5. Point of contact/ coordinator 
a. Name: 
b. Email: 
c. Phone:

6. Link for registration on organization’s site if necessary: 

7. Brief description of event and what is requested: 

8. Brief description of the organization/mission: 

9. Number of people needed:

10. Do employees need to bring anything? (ie: tent, table, tablecloth, projector)

11. Is there anything provided? 

12. Parking details:

13. When can setup begin?

14. What else do we need to know?

76 Meadow Street / East Hartford, CT 06108 / 123.456.7890 / cngcorp.com / soconngas.com / uinet.com
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