1/2000


EMSL Conference Room Management

Requestor:     
Phone Number:     
Dates of Event:     
Start Time:     
End Time:     
Event Title/Purpose:     
Conference Room(s) requested: FORMDROPDOWN 

Will you be badging participants: FORMDROPDOWN 



Will you be requesting a tour of EMSL: FORMDROPDOWN 

Administrative support and supplies will need to be provided by your group while using the conference rooms.

Room Arrangements – POC for room assistance:  Donna Eberhart, 376-4711

Number of attendees?     
YES
NO

   FORMCHECKBOX 

 FORMCHECKBOX 

Is alcohol being served? – permit required      
   FORMCHECKBOX 

 FORMCHECKBOX 

Is food being served?

If so, what kind of service?

YES
NO

   FORMCHECKBOX 

 FORMCHECKBOX 

Beverage/beverage and breads

   FORMCHECKBOX 

 FORMCHECKBOX 

Meal

   FORMCHECKBOX 

 FORMCHECKBOX 

Pizza Event

   FORMCHECKBOX 

 FORMCHECKBOX 

Other: Informal Potluck:  Salads, Desserts, beverages:     
  

YES
NO

 FORMCHECKBOX 

 FORMCHECKBOX 

Buffet

 

 FORMCHECKBOX 

 FORMCHECKBOX 

Full service

  

 FORMCHECKBOX 

 FORMCHECKBOX 

Catered?  If so, by which caterer(s)?      
Type of table arrangement required?

 FORMCHECKBOX 
 Normal configuration is one large conference table for 1075 (20/36 chairs around the table/room).

 FORMCHECKBOX 
 Normal configuration is U-shape for 1077 (24/48 chairs around the table/room).

 FORMCHECKBOX 
 Auditorium includes three handicap spaces (88/118-sitting/standing). 

 FORMCHECKBOX 
 Training Room (classroom arrangement – seats 32)

 FORMCHECKBOX 
 Do you require additional set up?

 FORMCHECKBOX 
 Other:  Appropriate/best configuration for buffet tables, plus seating for approx.     
Audio/Visual Support – POCs are Nick Nanni, 376-2327 and Scott Campbell, 376-2017

 FORMCHECKBOX 

Is audio/visual support required? If yes, please put a check next to the type below?

 FORMCHECKBOX 
 Overhead projector
 FORMCHECKBOX 
 Electronic white board
 FORMCHECKBOX 
 Analog phone line


 FORMCHECKBOX 
 Slide projector

 FORMCHECKBOX 
 Podium


 FORMCHECKBOX 
 Speaker phone

 FORMCHECKBOX 
 In-focus


 FORMCHECKBOX 
 Sound system: microphones, speakers

 FORMCHECKBOX 
 Laptop computer

 FORMCHECKBOX 
 Recording


 FORMCHECKBOX 
 Press conference







Please e-mail or fax this page to:  EMSL Conference Room Management, 376-6155.

Questions:  Please contact EMSL CRM at 376-1600 or the points of contact listed above.

Thank you for showing your interest in using the EMSL for your event. 


