
Lehigh Valley Academy
Activity, Event or Needs Request Form

The purpose of this form is to obtain approval for, and communicate to the appropriate departments an activity, event or need.
Process for this procedure:
· Print and submit completed form to the Principal of the building where you wish to reserve space.
· To use electronically, save a copy of this form to your computer, complete it and e-mail.
· Please allow building Principal at least two weeks to review, request more info or approve form. 
· Building Principal will notify “requested by” person with approval, denial or changes needed.

Today’s Date: 	Click here to enter a date.				Requested By: Click here to enter text.
Phone: 	  						Email: 	

[bookmark: Text3]Activity, Event or Need:      
[bookmark: Text4]Purpose of Activity, Event or Need:      

[bookmark: Dropdown1]Building of Event:  
[bookmark: Text6]Location in Building:       
Date:   Click here to enter a date.
Start time: Click here to enter text. 			End time: Click here to enter text.
[bookmark: Check1][bookmark: Check2]Is this an ongoing event? Yes |_|   No |_|   
If yes, 	Start Date: Click here to enter a date.  	End Date: Click here to enter a date.
Day(s) of week:      

[bookmark: Check3][bookmark: Check4][bookmark: Text7]Will there be set-up time needed?  Yes |_|   No |_|  If yes, when?      
[bookmark: Check5][bookmark: Check6][bookmark: Text8]Will you need any LVA supplies or equipment?  Yes |_|   No |_|   If yes, explain:      
[bookmark: Check7][bookmark: Check8][bookmark: Text9]Will there be clean-up time needed?  Yes |_|   No |_|  If yes, what time do you anticipate finishing?       

[bookmark: Check9][bookmark: Check10][bookmark: Text10]Will you need the Parental Involvement Office to assist in getting volunteers? Yes |_|  No |_|     If yes, how many?          
If yes, you must attach or forward a detailed task description for each volunteer.
  
[bookmark: Check11][bookmark: Check12]Are there flyers or handouts to go home? Yes |_|  No |_|  
If yes, when? Click here to enter a date.  If Yes, please attach or forward a copy for administrative approval.

[bookmark: Check13][bookmark: Check14]Are there posters or flyers to be displayed? Yes |_|  No |_|  If yes, please attach or forward a copy for approval and distribution.
[bookmark: Check15][bookmark: Check16][bookmark: Check17][bookmark: Check18]If yes, this information is to be displayed in: PS  |_|    ES |_|    MS  |_|  HS  |_| 

Note: if you want something published in the bi-weekly Newsflash, e-mail your request to: newsflash@lvacademy.org 

For Administrative Use Only

[bookmark: Text11]APPROVED BY: 						REQUEST DECLINED DUE TO:      

ONCE APPROVED BY BUILDING PRINCIPAL, ALL FORMS GO TO: 
Holly Parkinson, Susan Mauser and Kimberly Koons

OTHER: 
[bookmark: Check19]|_|  Parental Involvement:   Shea Ace     					 
[bookmark: Check27][bookmark: Check23][bookmark: Check24][bookmark: Check25][bookmark: Check26]|_|  School Calendars/Newsflash Events:   Geri Heimbach   |_|           Linda Mullin |_|           Latoyia Small  |_|       Sonia Cruz  |_|
[bookmark: Check29]|_|  Technology Needed: Rob Reinas
