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Name:

Email (required):

Phone (required):

Club/Department:

Event Organizer:

contact information: set-up information:

Event Title:

Event Day & Date:

Event Start Time:

Event End Time:

Anticipated Attendence:

Type of Event:

Meeting
Lecture/Speaker
Ceremony

CC Lobby
Club Room 3 (students only)
Club Room 4 (students only)
Faculty/Sta! Dining Room
Presidents Conference Room II (PCR2)
Classroom on Campus (take as is - no food)
Alumni Room CC309 (98)
CC 1839 Room (17) (faculty/sta! only)
CC Forum (100-200)
Ecumenical & Cultural Center (138)
Dwight Performing Arts Center (509)
Other:

event information:

Please list any special equipment or instructions that
are needed to help make your event successful.
(specific set up/breakdown times, extra tables and chairs, etc.)

comments:
venue information:

av / media information:

Workshop/Training
Social
Other

TV
TV / VCR /DVD
Screen
Slide Projector
Podium

1/2 Lecture / Microphone
Microphones (stand, cordless, lapel, podium)

Overheard Projector
LCD Projector
Technology Cart (Smart Cart)

ROOM RESERVATION FORM

= 8’ x 18” or 30” table, 6’ table

               

= Round table 

= Chair

(A) Square (B) U-Shaped (C) Conference

(E) Classroom

(G) Other
(Please print form and draw a diagram, including all equipment needed,

location of main entrance door, and other distinguishing features.)

(F) Lecture/
     Theatre

(D) Rounds

Note:  There are times when additional labor is required from College sta! for 
events.  For maintenance, the rate is time and a half, which is based on the 
contractual rate at the time of the event.  Maintenance sta! needs and costing 
information must be coordinated with the Director of Facilities.  Sta"ng needs for 
Campus Police Detail O"cers must be coordinated with the Chief of Police.  If a 
Technical Coordinator is needed, the rate of $80.00 per 4 hours is charged based 
on working during unscheduled times and days.  All reservation requests are 
subject to administrative approval.
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