Contact Person for Event:

Event Set-Up Request

Today’s Date:

Phone/Email:

. Time/Date of Event:

Room/Location for Set Up:

Expected Group Size:

Needs Set Up By (date):

Will there be a speaker?

Do you need:

Are you expecting people t

What else do you need?

Additional Notes for Set-Up:

Kitchen (Full

Zoom Room

Round, How man

Sitting?

Kitchen (Prep only)

AV person

y?:

Owl Pro

Custodian

*%*please place in the Director of Administration’s Mailbox once completed***




