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1. FERST - Check the University Calesdar by culling the Campus Space Coordinator 1 $43-661-11355.

2. FORM - Suhmit completed lorm n Otfice of Tinsecinl Services in Stokes Administzaton Bailding, Room 107 ar mail m abave
adelress at least lwo weeks in advancs [ov routine events amel earlier Lur Tatae evems ot those requiting special preparation.

3. APPROVAL - Space use is not approreed onlil notification is received [eum the Camrpus Space Conrdinatar. Lvent activily is
restricled uy approved oa the Facilities Reservation Request,

4. CHARGES - Ii lheilities charpes ave assessed, payowat i full s due within Lano (23 weeks ol invoice date. A Jate charge will be
uppited for detinguenl payments.

5. CANCFLLATIONS - Cive ar feast 18 hours nolice if evert is canceled. Call 661-1133 n on weekends 843-661-1109, Failore
wotify oflice of cancellation iy result m a charge of $30 or moe.

i EMERGENCIES - For a medical cmergency. ra report @ fire, oF 1o simmon Campuy Police, please dial 843-661-1109, or

exlension [I0% [rorm o camyps phone, or we ome of the Lnerweney call Toxes on CUTTIPE,
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SERVECES - I services are requestod. fhe apprapriale imm must be received prinT to approval of the space reservation.
® Mo} Yes { b- PFuellity Set-up Services or No () Yo [ - Awdio Visnal Sceryvices: Corplele the necessary Servics

Requesl dorm and return it le the Office of Hinuncial Services or as required por the request mstructions on e form. For more
information va lacility set-ap services, cal 843-661.1108 and for audia visnal services, call B43-p61-12500.

*No{ 3 Yes{ ). D¥ning Services: Conract Catering al ¥43-661-1262 nr visit wwrw fTnncatering . catertras . com.
= Lvent Seeucity: Tor Uvent Security information, please calt Cammis Police ar B43-681-1 109,

FEChecking neitfler BaT assuines 1m0 SerTires e Recded. ©

RESPONSIBILITIES - The individusl. group or irs represcnotives st assumme the fllowing responsibilitios:
= Adherence to all FMU pnlicies/procedares including those io the FAMU Utilization of University Bavilitics and Campus Space

policy which is available i www marion.edufabou/space or Lo the Office of Financisl Services,

* Full responsibiltly and liability for zny physical or personal damage sustained by a member ol 1he IO ofF arEnnization andfos
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third prrty and for any dimages to University facilifes,
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