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MCLA Event Scheduling Form
Date Of Event
Additional Day & Date(s) Needed: (i.e. Thursday, May ....
Set Up/Maintenance
Staging
Room Style
No. Of Grills
Diagram of Setup
Facilities Use Only:
Date Completed:
_________________Completed By:
_________________
Job Time:_________________
Media Equipment Requirements
Please Confirm All Needs With Media Center 662-5328
Public Address System: 
Video Projector
Food Service
Please Confirm All Needs With Betty Lesage 662-5238
Campus Police
Campus Officers Requested
Outside Security Requested
Alcohol Served
Open To The Public
Fire Safety Issues
Publicity
Please email digital images to Celia.Norcross@mcla.edu in JPEG 
format. Call 662-5102 with questions.
Student Affairs Office
WHITE - Student Activities OfficePlease initial inside the box when copies needed were made.
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