[Letterhead for Department]
[Today's Date]
Grainger Conference Services

2020 Grainger Hall

975 University Avenue

Madison, WI 53706

Phone: (608) 262-8679

Fax: (608) 265-9470


The Department of [Name of the Department] is sponsoring the [Name of the Event] at its invitation.  The event will take place at [Location] on [Date of the Event]. 

Space will be used for:

1. (Item One)
2. (Item Two)
3. (Item Three)
By signing below, the department acknowledges/concludes that the event promotes the mission of the department.

The sponsoring non-university group will be responsible for all administrative and financial obligations associated with the facility use including provision for necessary liability coverage.  The outside group has been advised they must contact Risk Management (Debbie Beich at 608-262-8926) to determine if evidence of outside insurance is needed.

You can contact [Program Coordinator's Name] at: [Phone Number, Email, etc.]
Thank you for your assistance.

Sincerely,

[Signature]
[Name of Chancellor, Vice Chancelor, Division/Agency Director, or Dean]
[Department or Program]
