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Organization Name
Event Name
Contact Name
Phone Number
Address

State

Business Entity

MEETINGS AND

CONFERENCES

NON-UNIVERSITY FACILITY REQUEST FORM

Title

E-mail

City

ZIP

VENUES AND EVENTS
Meetings and Conferences Office

750 S. Halsted St. Chicago, IL 60607
(312) 965-1708 uicmeetings@uic.edu

Note: Separate Events Must Be Listed on Separate Forms

Date Room Entry Event Event Room Exit Estimated Building/Room
Time Begins Ends Time Attendance Requested
Set-Up Type Equipment: Enter Quantity in Box
Auditorium Crescent Rounds Podium Laptop
I:l U-Shape Conference I:l Rounds Microphone Wi-Fi Access
I:l Classroom I:l Conference Box Standing Microphone Flipchart
I:l Banquet I:l Other Table Microphone Easel
For other, please describe the set-up to the Event ) .
Coordinator. Refer to the Facility Guide for set-up type models. Wireless Microphone Head Table
Lapel Mi h i i
Will There Be Food or Beverages? Yes No apetiicrophone Registration Table
If Yes, only UIC Catering is Allowed
Will This Event Utilize an Agenda? Yes No Data Projector Display Table
If Yes, Attach Copy to Email
i 2
IWnelsl Lgshrgogﬁo\g!:? or Guest Speakers? Yes No Screen Info Table
Will the E Be Publicly A ised?
Vil the SyentBe, ublicly Advertised Yes No ™ Stage
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