	Meeting Room Request



	Meeting Title
	     

	Meeting Location
	 FORMDROPDOWN 


	
	     
	----
	     
	Meeting Time

	Meeting Date
	     
	
	     
	# of attendees
	     
	----
	     
	Room Time

	
	
	
	
	
	
	

	Table Arrangements
	Other……Special Table Arrangement Instructions:

	
	     

	 FORMDROPDOWN 

	

	
	
	
	

	
	
	

	
	
	

	Technology
	
	# Extension Cord
	
	
	
	

	
 FORMCHECKBOX 

	Laptop(connected w/ video projector)
	
 FORMCHECKBOX 

	SMART Board (connected computer)
	
 FORMCHECKBOX 

	ADD’L Video Projector
	
 FORMCHECKBOX 

	ADD’L Video Screen

	 FORMCHECKBOX 

	VCR/DVD
	
 FORMCHECKBOX 

	Overhead projector
	
 FORMCHECKBOX 

	Speaker System
	
 FORMCHECKBOX 

	Response system

	
     
	# of additional

Laptops needed
	
 FORMCHECKBOX 

	Printer
	
 FORMCHECKBOX 

	Video conference
	
 FORMCHECKBOX 

	Microphone/lavaliere speaker system

	
	
	
	
	 FORMCHECKBOX 

	Elmo
	
	

	
Food and Beverages:

	 FORMDROPDOWN 

	
	
	
	

	
	Location for Breakfast:
	 FORMDROPDOWN 

	Location for Lunch:
	 FORMDROPDOWN 


	
 FORMCHECKBOX 

	Snacks/breakfast 
(if meeting starts at 9:00 am or later, only beverages will be served)
	

     
	
time frame

	
	
	
	

	
	
	 FORMDROPDOWN 

	
	
	
	

	
 FORMCHECKBOX 

	Lunch
	
	Preferred Cater
	
     
	Time frame

	
	
	 FORMDROPDOWN 

	
	
	
	
	

	
	
	
	
	
	Preferred Lunch Style
	

	
	
	
	
	
	 FORMDROPDOWN 

	

	
	
	
	
	
	
	
	

	Special Instructions or additional Information needed for a successful Meeting

	     


	     
	
     

	Requesting Employee
	Date


