
Internal Calendar Form

Title of Event:

Date of Event: Start Time: End Time:

Brief Calendar Description:

If a dignitary is attending your event, please list below:

Location:

Please provide the information you want to appear in the Internal Calendar, accessed via the Faculty & Staff 
Resources webpage on the QVCC website. (This form is ONLY a request for calendar posting.)

Contact Name:

Anything Else?

Please submit completed form to Krissy Larrow, KLarrow@qvcc.edu  Remember, if you need to reserve a 
room you must use the Virtual EMS. 

https://ems.commnet.edu/VirtualEMS/
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