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Production Request Form

Electronic Media (EM) provides quality technical media support and services for academic
and campus events, Conference Services, and various state agencies. For proper support
planning, please submit your production request at least two weeks in advance.

For students: Remember that your advisor must be part of the planning process for any event
hosted by your organization or group.

Please keep in mind that all activities should be consistent with Evergreen's policies,
procedures, m

jon, and purpose as well as that of your organization or group.
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"Submit” button!

CONTACT

PRIMARY CONTACT
Name Puanani Nihoa

E-mail nihoap@evergreen.edu
Phone 6202

Connection to Project project hooding ceremony assistant

»SECONDARY CONTACT

Workgroup Jan Hays
Academic Program MPA Program

Is this request by a student group? no
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What type of production request is this? Event Support

EVENT INFORMATION

Name of event: MPA Hooding Ceremony
Start (date): Fri, 06/16/2017

Start (time): 10:00 am

End (date): Fri, 06/16/2017

End (time): 12:00 pm

Is this a recurring event? yes

If yes, please provide more information:
We request sound set-up for our MPA hooding ceremony. Location: CRC back end
Time: scheduled for 10 am til 12 pm

Who will be overseeing this event? Randee Gibbons & Puanani Nihoa
Will this person be the day-of-event contact? yes

Provide a brief description of this event: MPA Hooding Ceremony
Expected attendance: 400

Support type(s) requested: PA system

Crew support needed? yes

Event Schedule: program has not been solidified yet.

LOCATION

Is this event held on Evergreen's Olympia campus? yes
Building: CRC

Room:
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Is this space reserved? yes

IF SO, WHEN IS THE RESERVATION?

From (time): 8:00 am
From (date) Fri, 06/16/2017
To (time) 12:00 am

To (date) Fri, 06/16/2017

BUDGET

What budget number is attached to this support? 25,201
How much have you budgeted for this event?

Will you be splitting costs with another organization? no

ADDITIONAL INFORMATION

Do you have any other comments, requests, or pertinent information?
please include a wireless mic for the event

Will provide CD for music prior to event

File upload





