

[image: ]                                                                                                  ORDER CODE: 
_________________________________


ATG FORM: de Seversky Mansion
(Only to be submitted when Dining Services has confirmed that this event cannot be accommodated)

Form must be submitted no less than thirty (30)) working days in advance of the event for orders of $200 
and a minimum of seven (7)) working days in advance for all other orders.

Submissions will only be accepted via email to: deseversky@nyit.edu

Contact Information:

Contact/Coordinator: ________________________________________________________________________ 

[bookmark: _GoBack]Advisor: ___________________________________________________________________________________ 

Department: _______________________________________________________________________________ 

Extension: _______________________________________   Email: ___________________________________


Event Information:

Prospective Event Location: _______________________________ Event Date: _________________ 

Event Title: ____________________________________________ Number of Guests: ____________ 

Event Start Time: ___________________________ Event End Time: __________________________


Food & Beverage Information Please attach a copy of prospective menu planned for the event and the price per person.

Others Describe the reason for choosing another venue  

	□ Budget
	□ Availability
	□ Capacity



 □ Other (Please Explain): _____________________________________________________________________________________

_____________________________________________________________________________________

Client Signature _____________________________________

Director of Dining Services _____________________________________
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