FACILITIES SET-UP FORM

(Submit to Scheduling & Event Services in MAC 210 or scheduling@dom.edu for processing at least two weeks prior to event)

Event Name: 
Date(s) of event:



 Sponsoring department: 
 
Contact:                                                                       
                                 Telephone:

Facility:

Start time:                               AM/PM               End time:   

            AM/PM
Furniture Checklist


Existing furniture is not removed from rooms and is used before additional furniture is added.
	
	Item
	Quantity
	Notes

	
	Chairs
	
	

	
	Round Tables
	
	

	
	Folding Tables
	
	

	
	Existing Tables
	
	

	
	Coat Racks
	
	

	
	Lectern
	
	

	

	Trash Cans or

Recycling Bins
	
	

	
	Social Hall Stage
	             (estimated) number of stage pieces to accommodate             number of performers


Copy, paste and resize your room image from this link. Your furniture delivery will be adjusted to match the quantities indicated in the chart above.
For Office Use Only
Received by: 







             Date:

Set-up start time:


                                  Clean-up start time: 
Notes: 
□ entered into maintenance database □ event & set-up times confirmed in Astra □ copy to Physical Plant □ copy to Chartwells □ SES copies filed 
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