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Event Request Form
	Event Information

	Requested by:
	
	Client Contact:
	

	Event Start/End:

Set up:

Tear-down:
	
	Client Phone & Email:


	

	Type of Event:
	
	Event Name:
	

	Location(s):
	
	A/V Needs:
	

	Expected Attendance:
	
	Budget:
	
	Alias:

Faid:
	

	

	Logistics

	 FORMCHECKBOX 

	Tram Tickets
	 FORMCHECKBOX 

	Parking
	 FORMCHECKBOX 

	Furniture Removal
	
	

	 FORMCHECKBOX 

	Tent
	 FORMCHECKBOX 

	Tables/Chairs
	 FORMCHECKBOX 

	Security
	 FORMCHECKBOX 

	Other

	Details:


	Miscellaneous

	 FORMCHECKBOX 

	Check-in Table
	 FORMCHECKBOX 

	Note Pads/Pens
	 FORMCHECKBOX 

	Bottled Water
	 FORMCHECKBOX 

	Name Tags

	 FORMCHECKBOX 

	Tablecloths
	 FORMCHECKBOX 

	Easels
	 FORMCHECKBOX 

	Brochures
	 FORMCHECKBOX 

	Security

	 FORMCHECKBOX 

	Transp/Hosp
	 FORMCHECKBOX 

	Other:

	Details:


	Catering

	 FORMCHECKBOX 

	Breakfast
	 FORMCHECKBOX 

	Lunch
	 FORMCHECKBOX 

	Dinner

	 FORMCHECKBOX 

	Cheese Platter
	 FORMCHECKBOX 

	Dessert
	 FORMCHECKBOX 

	Snacks

	 FORMCHECKBOX 

	Alcohol
	 FORMCHECKBOX 

	Other:

	Details:

	For Internal Use Only:

	 FORMCHECKBOX 

	VIP/ELT
	 FORMCHECKBOX 

	Certificate of Liability Ins.
	 FORMCHECKBOX 

	Alcohol Server Permit  OLCC

	 FORMCHECKBOX 

	Legal Contract Signed
	
	
	
	

	Notes:


Run of Show

	Time
	Activity

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Invoice #





Protocol & Events


Oregon Health & Science University 


3181 SW Sam Jackson Park Road L-101


Portland, OR 97239


PH 503.494.4156 FAX 503.418-2396


� HYPERLINK "http://www.ohsu.edu/xd/about/events/" �OHSU Protocol & Events�

















