NORTHWEST HIGH SCHOOL

Request for School Activities/Building Use



(Place the completed form in Business Manager’s mailbox.)

Activity Name:
_______________________________________________________

Sponsor/Teacher:
___________________________   Date Submitted: _____________

Proposed Date(s):
_______________________________________________________

Proposed Program Time:
Start: __________________   End: ____________________
Setup Time:

_____________________
  Take Down Time: _______________

Proposed Location:
_______________________________________________________

Number of Chaperones Needed: _________  Number of Students in Attendance:  _______

* Please attach program bulletin for pre-approval.

Technical Assistance (list quantity below in appropriate spaces)*

VCR ____      TV____      Screen ____      Overhead ____      Podium w/ Microphone ____ House Sound _____     House Lights _____     Stage Lights _____     LCD Projector _____ Microphone(s) (maximum 3) ____     Lectern ____     Other: ________________________      

_________________________________________________________________________  
*Sponsor must contact Media Services Technician @601-4652 two weeks prior to the scheduled event in order to guarantee equipment. 
	


Business Manager:
Approved ___
Denied  ___       __________________________________  

(Stone)





Signature


Date

Administrator:

Approved ___
Denied  ___       __________________________________    

(Britton)






Signature


Date

Comments: ______________________________________________________________________
Distribution List:  Sponsor: _____________Date______
Calendar Secretary: ___________Date______


   MST:  _______________Date______
BSM: ______________________Date______



   Other: _______________Date______
 ICB form ______   

