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FP&M In-Person Meeting Request Form

	Meeting Location:
(incl. conf. rm if applicable)
	


	Meeting Date:
	


	Meeting Time  (start/end):
	


	Meeting Name:
	


	Rationale for In-Person:
	



	FP&M Unit Name:
	


	Organizer Name:
	


	Approved by FP&M Director:
	


	Attendee Names
and department names:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Campus Policy:
· Units need to designate one or more people to approve events/meeting and to ensure the campus policy is adhered to. 
· FP&M Designees to approve events/meetings are:  Alan Fish, Margaret Tennessen, Kip McMahan, Chris Strang, Missy Nergard, Patrick Kass, Jay Bieszke, Brent Lloyd, and Gary Brown.
· All in-person meetings must adhere to campus policy and follow COVID-19 room capacity guidelines.  
· A record of attendance must be maintained.  Completed form must be submitted to Pam Zander in advance of the meeting.  
· Whenever possible, campus recommends that events and meetings continue to be held virtually.  
· https://news.wisc.edu/university-of-wisconsin-madison-school-college-and-division-covid-19-policy-for-2020-2021-academic-year-events-and-meetings/
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