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4™ Form: Coordination Request Form to Install, Remove,
and Prepare Exhibition for the Opening Ceremony

Subject  Request for coordination to install, remove, and set up a venue for the opening
ceremony

Dear Director of the National Gallery of Thailand

, have contacted the National
Gallery of Thailand on the issue of installation, removal, and preparation of opening ceremony of
the exhibition named............................. during Date.... Month............ Year.........oo......
The opening ceremony is scheduled on date........ month............... Year......... time............

where the chairman of the Ceremony 1S............oiiiii i e e,

Regarding this matter, [ would like to request you to consider assigning officers of the

National Gallery of Thailand to help prepare the exhibition/activity as follows:

1. Request for officer(s) to supervise installation and installing technician(s) of
............. persons; the installation will take place on Date...........Month.............Year........

during (time)................oeeueen. Number of objects to be installed..................

2. Request for officer(s) to supervise removal and removing officer(s) of............

persons; the removal will take place on Date.............. Month................ Year....... during

hours on Date.......... Month................ Year.............. during

4. Please assign your officer(s) to prepare the place and stuff for the opening

ceremony as follows:
) Guest chairs ( ) Register table
) Program table ( ) Beverage table

) Food table () Certificate and award table

) Contact local traffic police and secure the area

(

(

(

() Car park for ceremony chairman () VIP car park

(

() Small meeting room to welcome chairman and VIP guests of......... person(s)
(

) Others (IFany)....c..oviriiieii e



Please provide ( ) Ice ( ) Beverage ( ) Food

The exhibitor will coordinate with your administrative office to pay the cost on

Date...... Month................ Year.......c.oooennns
5. Please provide officer(s) to clear the area, tables, and chairs after the ceremony is
complete by Date........ Month................... Year.................
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