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GUIDELINES

Events are lanned am organized asemblies of individualsutside d regular academicracurricular,

research or work ¢! EggnistimaresitohBtRia i i erenkrt dsifiHYsntennial Centre

Bilieatom

SECTION 1
a) Event Name and Description
b) Contact Information

N



Food and BeverageAlcohol must be ordered and purchased through Academic and
Administrative serices. Please visit us in Laird Hall [103] or contact &Esimilor phone [514]
398 7710 for further information. Service charges may apply.

Will alcohol be served?

Will alcohol be sold?

Will nonalcoholic beveragelse served or sold?
Will food be served?

Will a BBQ be used?

Sound and Connectivityl-ivdamplified/recorded music/sound including
loudspeakers/microphones/megaphones is permitted outdoors before 18h00 when classes
are in sessior-and before 17h00 at other times. Service charges may apply.

Will live, amplified sound or music be played?
Do you require audiwisual equipmentAudiovisual Equipment Reservaton
Do you require wired or wireless access?

Setup - Please emailcc.fod@mcqill.céo open a work order for setip heeds. Service charges
may apply.

Will a tent or awning be erected®yes, provide the name of the tent/awning
supplier.

Do you require a storage area?

Do you require electricity?

Do you require help with saip from Facilities Management?

Equipment- Please emaitcc.fod@mcgill.céo open a work order for equipment needs. Service
charges may apply.

Tables, rectangular quantity

Tables, square quantity

Chairs- quantity

Poster boards- quantity

Podium, table top

Podium, stand

Flags (McGill, Macdonald, Quebec, Canada) and Chancellors Fall

Parking and SecurityService charges may apply.

Do you require a Security Agentfow to book an Agent
Do you require parking permitsReserve permits
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f. Other Needs- please use this section to outline additional needs

SECTION 2: APPROVALS

INTERIM APPROVAL Approved (Y/N) Date Signature



