REQUEST FOR MEETING IN INFORMATION CENTER
Name of outside contact person: ________________________

Telephone: ________________

Name of Ferguson contact person: _______________________

Extension #: _______________
Room #__________

Name/Title of workshop: ____________________________

Date(s): _________________________________________

Time(s): _________________________________________

Number of people expected to attend (per session): ___________________




___________________


Physical set up (if different from current set up):

__________________________________________________________________________________________________________________


Equipment requested:     



□N/A

□ COW (Computer on wheels)


□ Screen

□Podium





□ ___________

Will food/drinks be provided?

□ Yes

□ No

If yes, who will be in charge of food/drinks: _______________

Will the floor computers be used (there are 40 computers)?
□ Yes

□ No
If yes, what programs need to be installed, if any? (Oscar will need the program at least one week in advance)

_________________________________________________________
Will students/classes be able to use the Information Center during the meeting?   

□ Yes

□ No
Do Ozon’s and Sell’s class have to be relocated? 
□ Yes

□ No
Name of person/group in charge of setting up: ______________________

Name of person/group in charge of cleaning up and putting tables/chairs back in place: ______________________
Name of media specialist spoken with: __________________________

Copy to Steve Braddy




Copy to Culinary class
Additional comments (you may use the back of this paper): _________________________________________________________

(This form is on the “Forms” link located on the “Faculty” page of our website)

