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5050 Rockford Dr. Corpus Christi, Texas 78416 Tel: (361) 806-5900 Fax: (361) 225-8308 Email: www.westosoisd.esc2.net



BUILDING/FACILITY EVENT REQUEST (After-Hours/Weekend Functions)



GENERAL INFORMATION NEEDED



DATE OF REQUEST: ______________________ THREE (3) DAYS OF NOTICE REQUIRED



SCHOOL SPONSORED: Approved School Organization: _____________________________________ Name/Sponsor: _____________________________ Describe Activity: ____________________________________________________________________________________________



NON-SCHOOL SPONSORED: Name of Group/Organization: ____________________________________________ Purpose: ______________________________ Describe Activity: ___________________________________________________________________________________________ __________________________________________________________________________________________________________



Person Making Request: ________________________________



Facility/Campus: ______________________________________ (Where Event to be Held)



Event Manager: _______________________________ Date(s) of Event: __________________________________ Number of Persons Expected: _________________



Name of Group/Organization: __________________________________ Hours for Event: _________________________________________ Refreshments/Food to be served: ___Yes



___No



Need access to facility prior to scheduled event? If yes, at what time: _______________________________ SPECIFIC NEEDS: Custodian(s) _______Yes ______No /Public Address System: ______Yes ______No /Air Condition: _____Yes ______ No Area(s) to be used: ___Auditorium ___Cafeteria ___Bandhall ___Gym ___Lecture Hall ___Main Office Other: __________________________________________________________________________________________ Special Instructions: _________________________________________________________________________________ ________________________________________________________________________________________________________



Requestor’s Signature: ________________________________________________



Date: _______________________________



Campus Principal’s Signature: _______________________________________________ Date: ___________________________ WOISD Administrator’s Signature: ___________________________________________ Date: ___________________________ (Superintendent/Business Manager’s Signature)



Forward Request to: Superintendent’s Office ___ Ass’t Superintendent’s Office ___ Business Office ___ Maintenance Office ___
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