Connecticut Department of Veterans’ Affairs

Event Request Form

Hours of Availability:  Monday through Friday from 8:00 a.m. to 8:00 p.m. with all visitors departing the facility no later than 8:30 p.m., and Saturday/Sunday from 8:00 a.m. to 5:00 p.m.

Organization:  __________________________________________________________________

Date of Function:  ______________________________________________________________

Starting Time:  _____________________  Ending Time:  _______________________________

Purpose of Function:  ____________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Contact Person:  ________________________________________________________________

Phone Number/Cell Phone Number:  _______________________________________________

Fax Number:  _____________________  Email:  _____________________________________

Expected Number of Attendees:  ___________________________________________________

Requirements (tables, chairs, audio-visual equipment):

______________________________________________________________________________

______________________________________________________________________________

Requirements (refreshments/lunch, etc.):

______________________________________________________________________________

______________________________________________________________________________

NOTE:  Your organization is responsible for setup, breakdown and cleanup of the facility before leaving.  Trash should be left in receptacles; tables and chairs folded and left against the wall, etc.  If your organization is unable to do this, arrangements will be made for cleanup by CT Vets Industries and will entail a service charge of $50.00.

If you require refreshments, they will be provided by CT Vets Industries.  Charges will be determined according to your requirements.

To make a reservation contact:   
Frances Burba





CT Department of Veterans’ Affairs






287 West Street






Rocky Hill, CT  06067






860-616-3603; Fax 860-616-3532






frances.burba@po.state.ct.us
