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Room Reservations     Room Set-up       Maintenance       Clean-up
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Name: 
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Phone:



Email: 
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Room(s) requested: 
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Event:
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Date(s) 
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Time(s) 
[image: image12.emf] 

 

[image: image13.emf] 

 

Specific needs:

       Kitchen,     do you have a key? 
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Furniture?
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Chairs, How Many? 
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Tables?   60" Round Tables— How Many?
   
 tablecloths?


      2 x 6' Tables    —    How Many?

 tablecloths?
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Lecturns? 


Floor Lecturn w/ Mic 


Self-contained lecturn w/mic 


Audio-Visual?


TV/VCR/DVD 


Overhead Projector 


LCD Projector 


Projection screen 


Easel 


Flip Chart 


Setup instructions for James:


Building Request





West Raleigh Presbyterian Church
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