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For Office Use Only
Theater Operations & Facility Permit Office
 
310-395-3204, ext. 71586
601 Pico Blvd., Santa Monica CA 90405 

 fax: 310-255-7992

facilitypermits@smmusd.org

STAFF REQUEST FORM

INSTRUCTIONS: Please complete this form and return it to the Facility Permit Office.
Email: Send as an attachment to facilitypermits@smmusd.org OR

Print and fax to 310-255-7992.

	To be completed by the SCHOOL, PTA or DISTRICT OFFICE

	Organization applying:
	     

	Name of Event: 

	Date(s) staff is needed:
	

	Location:

 (example: Olympic HS)

     
	Staff requested:

 (example: security officer, custodian)


	How Many:

     
	Start Time:

     
	End Time:

     

	
	
	
	
	

	
	
	
	
	

	If you need more room to describe your event or request, please describe it here. 

     

	Anticipated Attendance:       
	Estimated Number of Cars:      
	Lead Contact Person:       

	Contact person’s main phone number:      
Secondary number (if applicable):      

	Contact Person’s Email:       
	Confirmation, invoice, expense transfer and other paperwork will be sent to this email address.


TO INQUIRE ABOUT YOUR REQUEST send email to

facilitypermits@smmusd.org or phone the Facility Permit Office at 310-395-3204, ext. 71586
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