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Date Hold Application

To reserve space please submit this completed application to jodieharper@gsu.edu  
Your reservation is not confirmed until you have received an email guaranteeing room availability.

Today’s date:         Contact name:               Contact phone:       
If contract signatory is a different person than the main contact, please list the signatory:       
Date of your event:            Start time:            End Time:       
Time needed for set-up:         Break-down:        
Alternate date if your first choice is not available:       
Estimated attendance:       
Please briefly describe your event and who will be attending (or attach promotional materials):   
Which room(s) does your event require?
Flex Lecture Room  FORMCHECKBOX 
      Small Lecture Room  FORMCHECKBOX 
      Large Lecture Room  FORMCHECKBOX 
 
Lounge and Kitchen Area  FORMCHECKBOX 
   Breakout Room(s)  FORMCHECKBOX 
       
Breakout Rooms 1 & 3 seat 6 people.  Breakout Rooms 2 & 4 seat 8-10 people.  
Which breakout rooms will you need? 1  FORMCHECKBOX 
  2  FORMCHECKBOX 
  3  FORMCHECKBOX 
  4  FORMCHECKBOX 
  
Please list any audio/visual/computer equipment needed: 
 FORMTEXT 

     

Will you require assistance with operation of this equipment?  Yes    No  FORMCHECKBOX 

Will you cover parking charges for your guests?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If so, how many validation tickets will you need?        
Will your event be catered? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If so, would you like a list of recommended caterers? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Will alcohol be served at your event? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 
  *If so, a Request to Serve Alcohol form must be processed by the Georgia State Legal Department no less than two weeks prior to the event.
NOTE: Cancellations must be received in writing at least 48 hours before the event.
If you have any questions or concerns please contact
Jodie Harper at 404.413.7199 or jodieharper@gsu.edu
Thank you for choosing the Buckhead Center!
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