
EVENT REQUEST

Company: __________________________		  Contact Name: _____________________

Suite #:  ____________________________		  Building: __________________________

Phone: _____________________________		  Fax #: ____________________________			 

EVENT REQUEST

Proposed Date  		                     ___________________________________________________

Proposed Start & End Time                       ___________________________________________________

Proposed Building Area Location	       ___________________________________________________

Nature / Type of Event		       ___________________________________________________

Description of Event Set-Up / Display     ___________________________________________________

					          ___________________________________________________

Outside Vendor Information		       ___________________________________________________
(Name, Contact Information)
					          ___________________________________________________

Additional Security Officers Needed?		  Yes   		  No   

If yes, Security Officer Start & End Time	 Start: _______________	 End: _______________

Number of Security Officers Needed 	       _________________________



LOBBY SIGNAGE REQUEST

Proposed Location(s) for Signage Display    ___________________________________________________

Proposed Start Date	 ____________________	 Proposed End Date	 ____________________

Proposed Start Time	 ____________________	 Proposed End Time	 ____________________

Proposed Signage Verbiage		         _________________________________________________

 __________________________________________________________________________________

___________________________________________________________________________________

Signage to be Produced by Tenant		  Yes	

Do you have a proof or rough draft of the signage? Please include with this form if so. 

							       ________________________________________
							       Authorized Signature

LOBBY SIGNANGE REQUEST
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