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	Filing Date of Request: 
	

	Title of Event: 

	Date of Event:
	Venue: 
	

	Nature of Event:
	[  ] Meeting
	[   ] Workshop/Conference
	[   ] Reception
	[  ] Others _______________

	Domain:
	[   ]President 
	[   ]VPA
	[   ] VPFA
	[   ]VPSSSS
	[   ]VPREQA

	Classification of Event
	[  ] Institutional
	[  ] Departmental
	[  ] Project
	[  ] Others _______________

	Source of Fund:
	 [   ] Fund 101      [     ] STF    [    ] Other Funds,  Pls specify, if any.    __________


	Type of Food Service:
	[   ]  am  Snacks
	[   ] Lunch
	[   ] pm Snacks
	[  ] Others _____

	Choice Menu:
	
	
	
	

	Number of Guests:
	
	
	
	

	Price per Pax:
	
	
	
	

	Total Price per Service:
	
	
	
	

	                                                                                                                         Grand Total of Food Service:   

	Amenities:  
	[  ] Tablecloth
	[  ] Skirting
	Others: _____________________


	LIST OF EXPECTED GUESTS

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Note: Please attach Expected List of Guests if necessary.
	Requested by:                    Date: ___________
	Approved by :                  Date: __________

	Signature over Printed Name


	Signature over Printed Name


	Request Received by:            Date: __________
_______________________________________
 Signature over Printed Name


	Certificate of Availability of Funds:  


	Action Taken:
	[   ] Accommodated   [   ] Unaccommodated                

	Director
Remarks: __________________________________________________________________________________
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