REQUEST FOR ROOM RESERVATION
Room Request:





Room Set Up: *


Food Service:
( Anselma


( Anselma Pit


Chairs*



 Lackmann

( Multipurpose 

( Campus Green

Tables *



 

( Reception


( Kellenberg Hall

Tablecloths - Plastic/Cloth*



( Hays Theatre

( Wilbur Arts Lobby

Microphone*

( Siena Hall Rm 105

( Gymnasium


Lectern*

( Siena Hall Rm 107   
( Public Square Multipurpose Room
( Rte. 110 Conference Rm.
( Public Square Theatre





(  Public Square Multipurpose Room Pre-Function Area





*Please submit separate Room Set-Up via online work order system to Jim Multari, Facilities Director, in Room K110, at least 10 days prior to your event.    For all media needs, you must contact Media Services, Ext. 6237 


Day/Date:
Recurring Dates (





Start Time:




___________________________________________________________
End Time:








Estimated # Of People Attending Event:





Dept. Name/Contact Person/Ext. #:





Purpose of Event:




                  


Date Form Submitted:
         





                        Confirmation of Room Request

_________________________ Date:   ___________________________   
