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This is to confirm that the _________ PTA has reserved _________ Auditorium for 
(day)
, 
(date)

, 6:00 p.m. to 9:30 p.m. for an open candidate forum for the __Independent School District Board of Trustees.  (The advertised time of the actual forum will be from 7:00 to 9:00 p.m.)

These are our equipment needs:

1. Long table of sufficient length to seat 5 candidates.  (This does not include the moderator.)

2. Chairs for the 5 candidates.

3. 3 smaller tables with 2 chairs at each table.  (One for the timekeepers, one for the moderator, and one for the Student Council Pages.)

4. Podium for the moderator with a chair next to the podium.

5. Microphones.  Preferably one at the podium and one for each candidate at the long table.

Will you be able to provide a janitor to open and lock up?
_____Yes
______No

Will you be able to provide the above equipment?
_____Yes
_____No

If you could review and reply.  My fax number is xxx-xxxx.  If you have any questions, please feel free to call me at home xxx-xxxx.

Thank you for all your help in this endeavor.

(Name of PTA President)
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