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Calendar Request Form 
 

NEW EVENT 
 
Event Name 
Date  
Recurring 
 Daily 
 Weekly 
 Monthly 
Time 
 Start                                                            End 
 
CHANGE IN EVENT 
 
Event Name 
OLD Date 
NEW Date 
OLD Time 
NEW Time 
 
DELETION 
 
Event Name 
Date 
Time 
All Occurrences 
Some Occurrences 
 
Requested By
 ________________________________________Date________________ 
Approved
 ________________________________________Date________________ 
 
Please note there is a separate set up sheet for events that must be attached if a specific set up 

is required. 


