Event Set Up Request

Date and time for set up of Event:  ______________________________________
Take down time of Event:  _____________________________________________
Room or Space for Event:  _____________________________________________
Event Name:  _______________________________________________________
Event Contact:  ______________________________________________________
Cell Phone:  _________________________________________________________
[bookmark: _GoBack]What are your needs for the event space?  Include # of chairs, # and type of tables, other equipment needs, like trash receptacles, extension cords, etc.





