Date Needed: Organization:

Time: until Contact Person:

Number of Attendees: Telephone number:

Name of Event:

Suite 1009 - Large Board Room
Accommodates up to 26 people

Suite 1010 - Small Board Room
Accommodates 10-16 people

Suite 1011 - Small Meeting Room 1009

Accommodates 4-6 people

Suite 1012 - Large Meeting Room
Accommodates 10-20 people
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Suite 1013 - Large Meeting Room £ Lobby
Accommodates 20-40 people e| 1011 |[e
. ofejefe 1 ofjojoje|ejofoje]e]e g
I:l Theatre Style - max. 80 people (set-up fee required) podium
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I:l Dining Style - max. 75 people (set-up fee required) * 1.012 : 1013
I:l Classroom Style - max. 60 people (standard set-up)
NORTH
I:l Registration Table
I:l Other:
I:l Coffee Service: |:| Regular I:l Decaf
(Availabie for Groups of 25 or less only) (Enter total number of pots requested for each)
I:l PA System/Podium
I:l A/V Equipment:
I:lTV/V CR/DVD (Combo Unit) |:| Projector I:l Flip Chart

I:l Other:

Name: Date:

Office Use only

Received: Charges Billed: $ Date:
Confirmed: Balance Paid: $ Date:
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