
JULY 2015

BOD/MOD: ____________________

EVENT REQUEST FORM
Prepared By: ______________________________ Date prepared: ________________

Renter Information

Point Of Contact:___________________________________ Phone: ___________________

Email: __________________________________________

Secondary POC: ___________________________________ Phone: ___________________

Email: __________________________________________

Active Duty (including reserve components) YES / NO            former military service YES / NO

Veteran Volunteer Group: YES / NO

Event Information

Event (Conference, wedding, retirement, association/club event, etc.): ________________________

Date: ________________________ Start Time*: _______________ End Time*: _____________

Number of guests: ________________ (maximum 150 for Visitor Center, recommended max is 100)

Price Quoted - Rental Fee: ______________ Check#: ___________________     Receipt #: _____________________

Deposit: _____________ Check#: ___________________   Receipt #: ______________________

Refund Amount: _________ Check#: __________

Event Location

Indoor - Visitor Center/Meeting Room/Patio (this is considered one area/location, not to be rented separately)

Outdoor – Amphitheater/Parade Field/Rose Garden

Event Items

Food Service:  Yes / No If Yes, Kitchen usage:  food prep / cooking / catering 

Music/DJ:  Yes / No

Alcohol Service:  Yes / No (Special note- Beer and Wine only, no liquor allowed)

If Yes, City of Albuquerque ‘Alcohol Permit’ required- Contact Donna Montoya 768-3147

NOTE: Copies of necessary permit and/or Caterer’s Contract must be on file with your Rental Contract.




