	Internal Function Information Form

Deadline: May 5, 2004

(Additional Fees may be incurred if forms are not turned in by the deadline date.)
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Function Name: _________________________________________________________________

Contact Name: __________________________________________________________________

Function Date: ____________________________ Function Location: _______________________

Function Time(s): ________________________________________________________________

	Telephone Services

	
	Single Line Main (Fax also)*
	Price

	
	Labor - Straight time (1 hour)
	Price

	
	Labor- Over time (1 hour)
	Price

	Account Code: ____________________________


	Electrical Services

	
	500 WATT – Multiple*
	Price

	
	500 WATT – Multiple (24 Hour)*
	Price

	
	1500 WATT – Multiple*
	Price

	
	1500 WATT – Multiple (24 Hour)*
	Price

	
	2000 WATT – Multiple*
	Price

	
	2000 WATT – Multiple (24 Hour)*
	Price

	
	Labor - Straight time (1 hour)
	Price

	
	Labor- Over time (1 hour)
	Price

	Account Code: ____________________________


	Internet Services

	
	Dial-Up Connection*
	Price

	
	Basic Ethernet*
	Price

	
	Additional IP Address*
	Price

	
	Labor - Straight time (1 hour)
	Price

	
	Labor- Over time (1 hour)
	Price

	Account Code: ____________________________


	Signage Requirements (Labor required)

	
	7” x 11”*
	Price

	
	11” x 14”*
	Price

	
	22” x 28” includes Sign Frame*
	Price

	
	28” x 44” includes Pole Easel*
	Price

	
	Other: ______________________
	

	Account Code: ____________________________

	Please fill out a Sign Copy Form for each sign.

	Floral Requirements

	See floral information if needed.

	Account Code: ____________________________


	Freeman Labor Requirements

	Labor – Straight Time (8am – 4pm)
	Price

	Labor – Overtime (4pm – 8am)
	Price

	Account Code: ____________________________

	Complete the chart below for your requirements.

	Date Needed
	Time Needed
	Location
	Job Duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please note: You need to fill out this chart for all labor requests. All on-site requests will go through Toni McElhinney and will be charged at a higher rate.


	Additional Notes for the Expo Dept.

	

	

	

	

	

	

	

	


*Please Note: Price does include tax but not labor.
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