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Attach the completed form to an email and send to:
jackyh@uw.edu

e PDF Attachment - You can attach an event-related PDF to your email. A PDF is the best place to
provide detailed information. That might include a full event description, how to register,
schedule, address, contact info, and accommodations. Visitors to the Events Calendar will click
to view your PDF.

e If you want multiple events added to the calendar, please complete a separate form for each
event and send each form in a separate email.

e Note that the information you enter in the form may be edited to fit the format of our calendar.

e To guarantee maximum publicity, submit the form well in advance of the event. We add items
to the events calendar as time allows.
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