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NEW YORK LIBERTY

APPEARANCE REQUEST FORM


The New York Liberty is committed to being involved in the community throughout the New York tri-state area, and makes every effort possible to support the thousands of requests received during the year.
To ensure the best experience for the many organizations we support, we are committed to quality events that are well planned and executed and also touch the lives of people in the community, especially youth and those in need.

Guidelines
· Requests must be received in writing at least eight (8) weeks prior to the event date.

· Requests must be submitted using the Appearance Request Form.

· Due to the volume of requests, organizations are limited to one request within a twelve-month period.

· Appearance requests are limited to organizations within the New York tri-state area.

· Due to the volume of requests received, we ask that no phone calls be placed to inquire about the status of a request.

· If the form is incomplete, we will notify you that additional information is needed. You will need to resubmit your request, and it will be placed in the order in which it was received after being resubmitted.

· If any changes occur after the event date and appearance have been confirmed, we ask that you notify us as soon as possible.

· If for any reason we need to cancel an appearance, we will do our best to offer an alternate to ensure the success of your event. We will notify your organization as soon as we are aware of an unavoidable conflict.

Availability

· Player availability is limited during the months of May through September.

· Coach and Liberty legend availability are available throughout the year, as schedules permit.

· Summer only: players and coaches are not available to make appearances on game and travel days.

Confirmation

· A representative from the Liberty will contact you by phone to discuss the event in more detail.

· If the event involves a speaking role, we will need to confirm any A.V. requirements, if necessary, for the Liberty representative.

· Any A.V. needs (projector, screen, wireless mics) and associated costs will be the responsibility of the host organization.

· If artwork is required (photos, team logo, etc.) for marketing purposes, you will need to notify us regarding approved use of name and logo, deadline dates and other design specifications.

· If applicable, we will request an information packet from your organization to provide the Liberty representative with to aid in our preparation.
Following the Event

· We request a copy of any photos (preferably digital) featuring the Liberty representative attending your event.

· We request permission to post the photos on our website and use in Liberty publication pieces.
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New York Liberty Appearance Request Form

Completion of this form is a request only, and DOES NOT guarantee an appearance.
Please print clearly and fill out completely.

Request for: _______________________________________________________________________
(i.e.: Staff Member, Coach, Player, Legend, Mascot)

Organization: ______________________________________________________________________
Type:

  Business

Religious
Charity/Non-Profit

School
Civic

  Other ________________________________________________________________
Address: __________________________________________________________________________
County: __________________ City: _______________ State: ________ Zip: ___________________
Telephone: _________________________ Fax: ___________________________________________
Website: ___________________________________________________________________________
Brief Description of Organization: (purpose/mission)
Please include brochure and list of board of directors, if appropriate.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Contact Person: ______________________ Phone Number: _________________________________
E-Mail: _______________________________ Cell Phone: ___________________________________
Event Name: _______________________________________________________________________
Event Date: ___________________________ Event Time: __________________________________
Event Location: _____________________________________________________________________
Event Address: _____________________________________________________________________
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Event Description: (Please be specific)

What are the goals of the event? How will our participation support these goals? What are your expectations for our participation? What do you want the player, coach, etc. to do during the event?  _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Event Sponsor(s)/Underwriter(s): ______________________________________________________
______________________________________________________________________________________________________________________________________________________________________
Audience Size: _______________________ Age Range: _____________________________________
Recommended Attire: ________________________________________________________________
Media invited to attend event? _________________________________________________________
Do you have a marketing plan to promote the event? ______________________________________
If yes, please include it with your request
Please provide directions to the event from Manhattan, New Jersey, Westchester:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Approximate Drive Time: _____________________________________________________________
___________________________________________________________________________________
Please return completed form and all requested supporting information to:

New York Liberty Community Relations
Madison Square Garden

Two Pennsylvania Plaza, 14th Floor
New York, NY 10121

Fax: (212) 465-6250
nyliberty@thegarden.com
REQUESTS MUST BE SUBMITTED AT LEAST (8) EIGHT WEEKS PRIOR TO THE SCHEDULED EVENT


